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Btie magazine for Ey ‘management executives 


Southland Center in Dallas illustrates new trend in office buildings. See page 5 
mn @ AMA conference explores methods of cutting office costs 
this issue e How to prepare office workers for compulsory retirement 


e How to insure that your forms are effective, economical 
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ELECTRIC TYPEWRITER COMPARISON CHART 


$ SMITH- Brand Brand Brand Brand 
CORONA A B c D 


AUTOMATIC MARGINS 
Simple one-hand, YES NO NO YES NO 


one-step operation. 


SIGNAL LIGHT 
Positive visual indication YES NO NO NO NO 


if motor is ON or OFF 


TOTAL TABULATOR CLEAR 
Clears all stops instantly YES NO NO NO NO 


without moving carriage. 


ERROR CONTROL 
Simplifies correction of errors YES NO NO NO NO 


and line justification. 


aes SCS «SCO ONO YES MO 


indicates bottom margin. 


—a hh” vES) «=O sCYES «NO YES 


no extra charge. 


KEYBOARD SLOPE 
Key top slanted to fit YES NO NO NO NO 


natural movements of fingers. 


Betts Geaker come YES NO YES NO NO 


with no “scuffing” action. 


SAFETY COVER 
Motor shuts off when cover YES NO NO YES YES 


is raised to change ribbon. 


CUSHIONED TOUCH 
Eliminates jar to sensitive finger YES NO NO NO NO 


tips at end of each stroke. 


THE WORLD'S FASTEST 
ELECTRIC TYPEWRITER YES NO NO NO NO 


Before you buy, compare Smith-Corona 
with any other electric typewriter made! 


Feature for feature, point for point, compare the Smith- 
Corona with any other machine on the market today. You’ll 
see why the Smith-Corona is not just equal... but superior 
to every other brand! Before you buy an electric typewriter, 
call your nearest Smith-Corona representative, and have 
him demonstrate the many exclusive features that make 
the Smith-Corona today’s soundest typewriter investment! 


Smith-Corona Electric 
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Who’s selling that out-of-town 


customer when your salesman isn’t? 


Telephone customers 
between visits... 
and keep them 
buying from you 


These days, you can’t always be Johnny- Either way, you'll find that frequent tele- 

1 } on-the-spot when your customers are ready phone contacts keep your customers happy 
s to reorder. —and keep your products on their shelves. 
So to be sure they buy from you, con- p--------------------------------- 4 


tact them frequently by telephone between 
sales visits. 


The Ideal Reel Company of Paducah, 
Kentucky, made $200 on its first out-of- 
town call to a customer. It is now doing 
about 70% of its business by telephone. 


You might also invite them to call you 
P collect whenever they’re running low on 
your product. a-cpedeesiaastne sessilis ea danaantuetieeliiae damm tae J 
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| BELL TELEPHONE SYSTEM 


LONG DISTANCE PAYS OFF! USE IT NOW...FOR ALL IT’S WORTH! 
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From our extensive collection of executive 
and general office furniture . . . ideally 


suited for reception or secretarial use. 4 
With oil walnut finish and cane knee panel. 
Desk top — 60” x 30”. Side working unit 
18” x 48”. 
MI 


MACEY FOWLER, Incorporated 
O = st 63rd St. New York 21, N.Y. TEmpleton 8-59¢ 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


in this issue: 


Statistical quality control, based on work sampling, 
raises office standards 25 
by Robert M. Smith 


Don’t ignore these three vital elements of forms con- 
trol in your program 28 
by Ray Marien 

Brevity, simplicity, clarity—the three guides to 
effective communication 30 
by Raymond Dreyfack 

Guard the profit margin by insuring that your forms 
are effective, economical 32 


by George Biek 


How to prepare office workers for the day of com- 
pulsory retirement 34 
by Maurice F. Ronayne 


AMA fall office management conference concentrates 


on cutting costs 35 
Steelcase puts principles into practice in new Grand 

Rapids offices 36 
Automation in the office 39 
Tools of the Office series A4 


This month: Filing and insulated storage equip- " 
ment; office safes . 
by Irene Lipschitz 

Up the executive !adder (Editorial) . 


THE striking new Southland 
Center being planned for Dallas 
illustrates again a significant new 
trend in office building—the con- 
struction of a planned center, 
with a grouping of related fa- 
cilities—shops, hotels, offices, in- 
stead of an isolated building. It’s 
an important trend, and one 
which can do a great deal to re- 
store the vitality of “downtown” 
business districts. 
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Subscription: $4 a year in United States and in possessions, Canada, Mexi 
Cuba. er countries $9 a year. Single copies ase, Yearbook Issue $1. Copyrien 
toss. by Andrew Geyer-McAllister, Inc.; all rights reserved. Also publi 
Geyer’s Dealer Topics, Who Makes  — and Where, and The Gift and it Buyer. 
Please give 60 days’ r.otification of an e of 4 angen. mw ag second 
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copies in 
less than 


The “Thermo-Fax” Copying Machine 


if it’s speed you need...try this! 


NEW! 


4 seconds! 


No other copy method can match the less-than-4-second speed of the all-new 
THERMO-FAX “Secretary”? Copying Machine. That’s because no other 
copy method is completely dry and truly All-Electric. There are no chemi- 


cals to pour in this really modern copy maker. Nor any negatives to make. 


You simply copy business facts and figures by electricity alone... 


for as little as 5¢ per copy. To see how you'll save more time and money 
with dry process copying, call your nearby dealer (he’s listed in the Yellow 


Pages). Or send coupon below for details. 


J Thermo-Fax 


COPYING PRODUCTS 


“Thermo-Fax” and “Secretary” are 
3M Company trademarks 


3M Company, Dept. KN-118, St. Paul 6, Minn. 
Send full information on the all-new THERMO-FAX 
“Secretary’’ Copying Machine. 


Cr  ) . 


Address. 


City Zone State 


JMiinntsora (finine ano )Yfanuracturinc company 
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Soviet economic advances 


to be discussed by AMA 


The significance of Soviet economic 
advancement will be analyzed at a 
meeting to be conducted by the Amer- 
ican Management Association in New 
York this month. The session will deal 
with preparation for Soviet trade 
strategy; and with the terms and pro- 
cedures of East-West trade. Several 
hundred executives of companies con- 
cerned with foreign trade are expected 
to attend. The three-day meeting is 
scheduled for November 5-7 at the 
Hotel Savoy Hilton. It has been 
prompted, according to the A.M.A., by 
Soviet Premier Nikita Khrushchev’s 
recent declaration of economic warfare 
on the United States, together with 
growing evidence that the Russians are 
trying to outproduce, outprice, and out- 
sell this country in foreign markets 
that once were considered our spheres 
of economic influence. It has also been 
planned in response to the increasing 
opportunities now appearing for legiti- 
nate East-West trade. 

The characteristics and significance 
of the Soviet bloc’s economic expan- 
sion will be reviewed by C. Douglas 
Dillon, Undersecretary for Economic 
Affairs, United States Department of 
State. Present and potential Russian 
economic capacity will be examined by 
Harry Schwartz, New York Times 
specialist on Soviet affairs. In addition, 
a number of other trade specialists and 
government officials will assess the 
cconomic strength of the Soviet orbit, 
and suggest how to anticipate and 
counteract their trade strategems. They 
also will indicate products that can be 
profitably exchanged between East and 
West without conflict with United 
States government policies. 


Music brings measurable 
efficiency rise, AMA told 


According to a speaker at the Fall 


| Personnel Conference of the American 


Management Association in New York 
on September 22-24, changing work 
environment is such an effective way 
of boosting worker productivity that 
industry is investing more than $2 
billion in it annually. 

Joseph W. Roberts, vice president 
of Muzak Corporation, told personnel 
men that last year management spent 
$135 million on lighting, $200 million 
for sound conditioning, $15 million 
for background music, and $7 million 


OFFICE MANAGEMENT 
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.|WHY TRANSISTORIZED 
=| SOUNDSCRIBER DICTATION | 
-/I$ YOUR BEST BUY! 
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n be | make this today’s most useful 
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ited | dictating instrument. 
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York 
work 
way 
that ee 
1 $2 IT’S PORTABLE. Weighs only 6 IT’S ACONFERENCE RECORDER. Spe- IT’S A TRANSCRIBER. Just plug in IT’S AN OFFICE MACHINE. Gives big 
pounds—is battery powered, needs no cial transistor microphone faithfully comfortable listening device and easy- machine performance. And, it's ideal 
Laat carrying case. And plastic recording picks up important interviews and  to-use foot pedal, and the portable be- desk drawer dictation . . . gives you 
aiail discs mail for only a 4¢ stamp. conferences for permanent record. comes a secretary’s machine. more usable desk top space. 
spent See how the SoundScriber battery portable can help you 
‘lion get more done, with less stress, at lower cost. Call your Ss ' @ ) U N | >) Ss cS tw 4 B E Fe 
illion local dealer (listed in the yellow pages), or clip this ad, 
illion attach to your letterhead, and mail to: The SoundScriber 
Corporation, Dept.M-1!1, Box 1941, New Haven, Conn. TODAY’S MOST ADVANCED DICTATING SYSTEM 
ENT 
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office management 


leads the field with its news and analysis of 


AUTOMATION IN THE OFFICE 


As far back as August 1952 when Automation was a word heard 
only in closed conferences, OFFICE MANAGEMENT released 
what is believed to be the first significant discussion of Auto- 
mation in the office field, “Electronics in the Office”, featuring 
the opinions of David Sarnoff, Chairman of the Board at R.C.A. 
and John S. Coleman, President, Burroughs Adding Machine 
Company. 

Since the appearance of this article in the August issue of 1952, 
OFFICE MANAGEMENT has published articles on Automation 
on a regular basis to keep the office field abreast of everything 
new On this modern technique. Here are some typical ones: 
YEARBOOK ISSUE, MARCH 15,1957. JANUARY, 1958 

Office automation: the changing pic- How to prepare an office for a com- 
ture puter installation 


by Robert M. Smith FEBRUARY, 1958 
Operations research: science enters Basic steps in programming a com- 
the business picture puter for a single operation 

by Clifford J. Craft by Ben Conway 
APRIL, 1957 YEARBOOK ISSUE, MARCH I5, 1958 
Practical pitfalls to quard against in —— — pens 8 — ae, 
electronic data processing a eee ! 

by Bon Conway by Robert M. Smith 

JUNE, 1958 

AUGUST, 1957 Why small companies may need au- 
How operations research techniques tomation even more than larger con- 
can be used by the smaller company cerns 

by John Hockman by Robert M. Smith 


WHAT IS AUTOMATION IN THE OFFICE? 


Automation in the office is the use of the rapidly multiplying new 
systems developments and facilities of electronics to synchronize the 
functions of separate units of equipment into an overall operation. 
Importantly, while it can and does employ the latest in electronic com- 
puters and other new devices, it does not necessarily call for costly 
or experimental type of machines and equipment. Equipment presently 
in use in every modern office in America can be geared in one way or 
another to Automation. 

As new progress is achieved and case histories are reported, OFFICE 
MANAGEMENT will carry the great story forward. 


OFFICE MANAGEMENT 


The Magazine for Management Executives 
212 Fifth Avenue New York 10, N. Y. 
A Geyer-McAllister Publication 


for the coffee in coffee breaks. Addi- 
tional millions were spent on color 
engineering and air conditioning, aad 
over $1 billion was allocated for furn- 
ishings such as wall, window and floor 
coverings, fabrics and furniture. 

The improvement of environmental 
factors results in psychological in- 
fluences which can effect large in- 
creases in worker efficiency, Roberts 
said. He reported that this is one of 
the most exciting and promising chal- 
lenges facing management today. 
Roberts cited production increases, as 
well as error and employee turnover 
reductions, due to the psychological 
effects of one environmental factor, 
planned background music. He quoted 
a management engineering study which 
measured an 8 per cent increase in 
clerical productivity and a 36 per cent 
decline in lateness after planned back- 
ground music was introduced. The re- 
sulting savings he termed “the profits 
of the economy.” It illustrates that one 
of the few means of increasing workers’ 
productivity with their cooperation is 
through the intelligent use of favorable 
environmental factors, he told the 
management group. 

Mr. Roberts translated the savings 
which can accrue from improved work- 
ing environment into monetary terms. 
He stated that a saving of $10,000 a 
year as a result of better efficiency may 
equal the net profit on a+ — 5 increase 
of $200,000. For a work force of 1,000 
where each worker loses only three 
minutes per hour because of lateness, 
idle conversation and mistakes, there 
would be a loss of 13,000 man days 
per year, he declared. The realization 
of such losses is the reason for the 
preventive measures that industry is 
taking, according to Roberts. 


Dictaphone offers taped 
instructions for workers 


A new method of providing taped 
voice instructions, rather than printed 
words or diagrams, to manufacturing 
workers has been launched. It is the 
Dictaphone AIMO (Audio Instructed 
Manufacturing Operation), which is 
now in commercial production, and 
will be available shortly from Dicta- 
phone Corporation. 

Two new Dictaphone machines form 
the essentials of AIMO. One is for use 
in recording information required to 
instruct a worker in the performance 
of a factory operation. The other is 
designed to reproduce these _ pre- 
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NOW... 


Movable partitions that are simple, 
economical and incombustible 


Simple elements in U.S.G.’s new 
E-Z Wall Movable Partitions 
reduce parts from the usual 
200...or even 300...to less than 30 


The efficient design of E-z WALL fully-modular 
partitions makes them easily adaptable to changing 
requirements, while maintaining the privacy and 
attractiveness that go with permanent partitions. 


UNITED 
STATES 
GYPSUM 


the greatest name in building 


Hollow construction provides maximum flexibility to 
accommodate pipes and wiring. All basic exposed 
metal parts are of attractive anodized aluminum; and 
panels are of strong, incombustible laminated gyp- 
sum board that may be painted or decorated to 
match any decor. 


E-Z WALL Movable Partitions are installed and serv- 
iced by a nation-wide organization of u.s.c. Partition 
Contractors. To learn how this exciting new concept 
in movable partitions can solve your space problems 
better, mail the coupon below. 


United States Gypsum, Dept. OM-81 
300 West Adams Street, Chicago 6, Illinois 
Gentlemen: 


0 Please send illustrated booklet about the new and simplified E-Z 
WALL Movable Partition System. 


(0 | am interested in a demonstration of the new E-Z WALL Movable 
Partition. ‘ 


Name 


Company 


Address 


City 
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Colitho Direct Image Plates 
for OFFSET DUPLICATING 


pH-Controlled for Faster, Finer Copies 


pH-controi coating is an exclusive, 
precision process that insures a con- 
stant chemical balance in the coating 
of Colitho offset paper plates ...a 
chemical balance that permits excep- 
tionally broad duplicating tolerances. 
From preparation to duplication, 
pH-control coated Colitho plates are 
easiest of all to handles Make-ready 
is speeded up and down-time is 
slashed. Best of all, with Colitho you 
get matchless uniformity thru the 
entire run—copy after copy. 

Colitho direct image paper plates 
can be preprinted with reproducing or 


nonreproducing inks, by offset or letter- 
press. They’re stocked indicia printed 
in all standard sizes and punchings. 

For faster, finer copies team your 
duplicator with pH-control coated 
Colitho plates . . . and insure their 
superior performance with matched 
Colitho duplicating supplies—they 
make every offset duplicator a better 
duplicator. For further information 
write: Columbia Ribbon & Carbon 
Mfg. Co., Ine.,8511 Herb Hill Road, 
Glen Cove, New York, Columbia 
Ribbon and Carbon Pacific, Inc., 
Duarte, California. 


COLITHO PLATES FOR XEROGRAPHY 


pH-control coated Colitho plates 
are available in a vapor-barrier 
pack for xerographic use. 


OFFSET DUPLICATING 
PLATES AND SUPPLIES 


*T. M. Reg. U.S. Patent Off. 


DIRECT IMAGE 


OFFSET DUPLICATING 


PAPER PLATES 
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recorded oral instructions for an op- 
erator who performs each step neces- 
sary for proper assembly or fabrication 
in a manufacturing process. 

The recording unit has a special in- 
dication button which: allows the in- 
structor to clearly define successive 
“blocks” of information, one at a time. 
Research has proven that the majority 
of people can listen to and retain only 
small amounts, or blocks, of informa- 
tion at a time. Accordingly, this in- 
dication button automatically (1) reg- 
isters a two-second, unrecorded place 
on the tape, which controls the “stop” 
operation of the reproducing machine; 
(2) energizes a two-second audible tone 
which is heard by the instructor (but 
not recorded), and which tells him 
that a block space has been made and 
prevents him from recording while the 
signal is energized; and (3) registers 
numerically on the block counter 
whether it is block one, two, or three, 
etc. 

The reproducing unit is used at the 
job site. When the operator is pre- 
pared for instructions, he depresses the 
foot control lightly and momentarily. 
The machine then runs until a block 
space has been reached, at which point 
it stops. The operator repeats the 
process when he is ready for the next 
instruction. He can hear recorded in- 
structions with a standard Time- 
master head set, an external loud- 
speaker, or a special Dictaphone in- 
ductive portable receiver. 

The portable receiver is as small as 
a cigarette lighter and permits the op- 
erator complete freedom of movement 
in the job area. It uses three transistors, 
one hearing aid-type mercury cell bat- 
tery and is equipped with a Dicta- 
phone Magic Ear listening device. 


Show dramatizes high-speed 
document copying system 
Copyrama, a traveling show intend- 
ed to demonstrate the importance of 
high speed copying in industry, has 
opened in Chicago, and wili visit 
nine other major American cities and 
Montreal before the first of April. 
The show is being given by Haloid 
Xerox, Inc., Rochester, N. Y., manu- 
facturer of xerographic products. It 
is designed to bring industrial at- 
tention to the modern concept of 
high-speed document reproduction 
through xerography and unitized mi- 
crofilm systems. The display depicts 
successive operations in a_ unitized 
microfilm system—a compact procedure 
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4, Financial Vic 
- McLellan Stores ‘como 


McLellan Stores speeds sales data, photos to field 
in fraction of former time, saves $20,000 annually! 


XeroX® copying equipment, including 
a XeroX tone tray for the reproduction 
of halftones, has been in use five years 
at the New York headquarters of 
McLellan Stores Company, a variety 
chain of 235 stores. 

Hugh Y. McLeish, financial vice- 
president, who advocated the installa- 
tion of xerography after seeing it in 
action elsewhere, says of its perform- 
ance at McLellan: 

“Two hundred thirty-five sales units 
in 29 states add up to a whopping vari- 
ety-store organization, and to a whop- 
ping problem of information distribu- 
tion. 

“We send complete information on 
hundreds of items of merchandise to 
sales personnel all over the country. We 
have to do it fast—and we have to in- 


clude a photograph of every item! 

“Sounds like a headache, but— 
thanks to xerography—it’s turned into 
a lead-pipe cinch. We use a XeroX 
No. 4 camera for reduction, and the 
size or style of the material poses no 
problem at all. We simply copy it onto 
inexpensive offset paper masters for 
multiple runoff on duplicators. 

“We do the whole job ourselves, and 
we've eliminated the need for outside 
processors. 

“And here’s the payoff: our sales 
personnel receive complete informa- 
tion and clear-cut pictures in a fraction 
of the time it used to take—and at a 
fraction of the cost to uu—40% less, to 
be exact. That represents an annual 
saving of $20,000. 

“Xerography not only does a whale 


of a job itself, but increases the effi- 
ciency of all our other related equip- 
ment. Our duplicators and operators 
used to run up a lot of idle and standby 
time because of slow—and expensive 
—-pre-printing preparations. That’s all 
gone by the boards now. 

“Xerography? I’m sold on it.” 

Xerography can help you, too. Write 
for proof-of-performance folders show- 
ing how companies of all kinds and 
sizes are speeding paperwork and sav- 
ing thousands of dollars yearly by 
xerography. Hatow Xerox Inc., 58- 
256X Haloid St., Rochester 3, N. Y. 


HALOID 
XEROX 
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The new Hammermill E-Z Carry Pak* 
makes it a snap to remove Graphicopy 
Papers from the new Hammermill E-Z 
Paper Pak Carton*—the carton that is 
really easy to open. *Patent Pending 
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EASY WAY TO GET THE 


Hammermill Graphicopy Papers are more than a line of papers. 
They're a new idea —an idea that makes it easy for you to buy, 
store and use the right paper for every job. Soon your Hammermill 
distributor will have them. 

This new line includes 181 different items in 19 grades of 
Hammermill Papers, available in the weights, finishes and colors 
you need. Each item is individually numbered to make ordering 
easy —to make sure you get the right paper for every job. And 
Hammermill Graphicopy Papers come in new easy-to-open and 


Hammermill Graphicopy Papers Include: HAMMERMILL BOND * COCKLETONE BOND - MANAGEMENT BOND - 
HAMMERMILL OFFSET WOVE * HAMMERMILL OFFSET VELLUM - HAMMERMILL OFFSET SUPER-SMOOTH - 
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GRAPHICOPY. | 
IS ON THE WAY am 


Hammermill’s complete line (We r. —" 
of papers for |: 
printing, duplicating 
and office use 


easy-to-empty cartons, in packages with moisture-proof wrappers. 

Hammermill Graphicopy Papers assure you of trouble-free run- 
ning with their freedom from curl, and their accurately cut 8% x 11 
and 8% x 14 sizes. Soon you will be able to get well-known 
Hammermill quality plus the convenience of ordering all your 
office papers from one source. Ask your Hammermill supplier 
about Hammermill Graphicopy Papers and the new handy “Paper 
Selection Guide” wall chart. Or write: Hammermill Paper Com- 
pany, 1471 East Lake Road, Erie, Pennsylvania. 


HAMMERMILL MIMEO-BOND - HAMMERMILL DUPLICATOR * WHIPPET BOND + WHIPPET MIMEOGRAPH » WHIPPET DUPLICATOR - HAMMERMILL DOUBLE PURPOSE MASTER PAPER 


GLOSSETTE COATED OFFSET » DEEPLAKE OFFSET - HAMMERMILL OPAQUE * HAMMERMILL COVER - HAMMERMILL INDEX * HAMMERMILL TRANSLUCENT - HAMMERMILL BRAILLE a 
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IN SPACE, PLANNED AND PARTITIONED BY GFE... 


e 
OFFICES GO UP Oversize , 


3 No more disrupted days of “camping out” while —_ space and work-flow planning . . . a complete line 
i oi costly permanent walls are installed. And as space _— of business furniture . . . complete design and 
r oh requirements change, your GF partitions can be _ decorator services. 


ae by quickly and easily rearranged, To learn about GF products and services, call your 


To help you create pleasant, work-conducive _local branch office or dealer. If you’d like a parti- 
surroundings throughout your entire office, GF __ tions catalog, write The General Fireproofing 
offers—in one comprehensive package*-complete | Company, Dept. 0-19, Youngstown 1, Ohio. 


[Ges GENERAL FIREPROOFING 


ITALIC, MODE-MAKER, GENERALAIRE, 1600 LINE DESKS * GOODFORM CHAIRS + SUPER-FILER *« SHELVING + PARTITIONS 
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for speeding high-quality, low-cost re- 
production .of engineering drawings. 
The basic steps of the system are 
demonstrated, and its advantages are 
promoted. 

[t is pointed out that the mechan- 
ized data processing and the automatic 
push-button’ xerography combine to 
provide significant reductions in the 
number of skilled personnel required 
in a reproduction department. 


In Short— 


Card manufacturing plant is being 
constructed by IBM 

The Supplies Division of Interna- 
tional Business Machines Corporation 
has announced that construction of a 
new card manufacturing plant has 
started on a recently purchased site in 
Concord, Mass. The Supplies Division 
of IBM manufactures and markets 
materials and supplies used in the op- 
eration of IBM machines and devices. 
These include punch cards and mag- 
netic tapes. 

The new plant will serve customers 
in the New England area. It will pro- 
vide approximately 20,000 square feet 
of manufacturing space, and will em- 
ploy approximately 40 people when 
production operations commence. 


Smith-Corona Marchant, Ine. acquires 
new subsidiary 

The Hamann Division of the Ger- 
man Telephone Works and Cable In- 
dustry, Inc. is now being managed by 
Smith-Corona Marchant, Inc. This was 
announced by Edward H. Litchfield, 
Chairman, Smith-Corona Marchant, in 
an address before the New York So- 
ciety of Security Analysts. 

A new company, Hamann Rechen- 
maschinen G.m.b.H., has been formed 
to manage the Hamann _ operation. 
Hamann manufactures calculators for 
world-wide distribution, and is spe- 


cifically known for its 10-key electric | 


rotary calculator. It also manufactures 
several modeis of hand-operated cal- 


culators. Mr. Litchfield described the , 


acquisition as another step in the com- 
pany’s program to expand its market- 
ing and production operations abroad. 


“Better Management” is the theme of 
R.M.A. Conference 

“Records Management for 
Management:” this is the topic that 
was discussed at a conference of na- 


tional scope on October 23rd. The 


Better | 


office 


dictation 


and 


transcribing 


< 


Eee, 


With just five simple controls where comparable machines 
use as many as ten... with two-second magazine loading 
where others fumble with old-fashioned hand threading 
... With crystal-clear, easy-on-the-ear voice reproduction 
where others require nerve-racking concentration... the 
new NORELCO ‘35’ makes it at least 50% simpler, easier 
and pleasanter to give and take office dictation. Engineered 
by Philips of the Netherlands, world’s largest electronics 
concern outside the United States, the NORELCO ‘35’ has 
already established its reputation as the most advanced 
moderately-priced dictating machine in the world. 


Check these features against any other 
dictating/ transcribing machine at any price! 


# Magazine Loading — fumble-proof, # Automatic Counter — extra accurate; 
jam-proof, takes 2 seconds can find and pinpoint a single word 
# Extra-Long Dictating Capacity— 35 ~ Modern Decorator Styling — two-tone 

minutes on dual tracks of one reel — trimmed with maroon; 


lends with any deco 
# Easy Portability — only 8 Ibs; fits ee ty 


anywhere, travels anywhere only $4 7 9 5 Oo 


¢ Only 5 Controls — for all functions: 
dictating, playback, fast-forward, complete with loaded magazine, log 
pad, and dust cover, plus choice of 


fast-rewind, quick-review, quick- ‘ 
erase and stop. (A) microphone/speaker or (B) stetho- 
7 ; scope headset with foot control or (C) 
¢ True-Fidelity Sound—preventsfatigue stethoscope headset with typewriter 
in transcribing; speeds typing control (latter at slight extra cost). 


MAIL COUPON FOR FREE DEMONSTRATION! NO OBLIGATION! 


In .. the Nore 
distributed by Philips Industries Ltd., 116 Vanderhoof Avenue, Toronto, Onto 


NORTH AMERICAN PHILIPS CO., INC., Dictating Equipment Division 
230 Duffy Avenue, Hicksville, Long Island, N. Y. 

Gentlemen: 

| am interested in finding out what the new magezine-loading NORELCO ‘35’ 
dictating machine can do for me, at my office. 

0 Kindly send additional literature. 

© Please arrange for a free demonstration, without obligation, 


on or about (Date) at 
Company. 

Add 

City. Zone. State. 
Attenti of Title. 


Canada Ico ‘35’ is known as the ‘Philips’ dictating machine anc 
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the easiest way to get 


soe 


is tO call your Linen Supply Man! 


You only call once to arrange for regular, 
dependable delivery of all your linen 
requirements. You get the luxury and 
quality of cotton cloth. (And, of course, 
there is no substitute for cloth.) 

The nearest Linen Supplier is no further 
away than your telephone. Call today. 


Look in the Yellow Pages 
under ‘Linen Supply” 


% 
or “Towel Supply’ lj S | 

a inen Supply 
pe. Note: No investment, int ' 
ey : eng eee sonerceeen tas ASSOCIATION OF AMERICA 

Sa no inventory. Everything is furnished 

ee and serviced by your linen supplier, at @Nd National Cotton Council 

ip ‘ low cost, and tailored to your needs. 22 W. MONROE ST., CHICAGO 3G, ILL. 
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Records Management Association «f 
New York was the host at the meetin, 
which was held at the Essex House in 
New York City. Recognizing the im- 
portance of this up-to-date requisite of 
business, representatives from  com- 
merce and industry, as well as mem- 
bers of the various local chapters of 
the American Records Management 
Association were at the all-day session. 
Leaders in the records management 
field were the speakers at the confer- 
ence, which was scheduled to coincide 
with the Business Show at the Col- 
iseum. 


People in the News 


Howard N. Gold, John M. Lyden, 
and John L. Milanese have been ap- 
pointed to the board of directors of 
Chart-Pak, Inc., Leeds, Mass. 

Robert L. Patrick has been desig- 
nated as deputy director, and Lewis 
Patton as operations manager of the 
Computer Services Division, Corpora- 
tion for Economic and Industrial Re- 
search, Arlington, Va. 

John E. Aderhold, managing director 
cf Scripto Pens, Ltd., London, has 
been named a vice president of Scripto, 
Inc., and made general manager of its 
Atlanta division. 

Martha Shaeffer, the public relations 
director of The Upholstery Leather 
Group, New York, has been named 
vice president. 

Albert V. Feuerstein, Jr. has been 
appointed as advertising coordinator of 
Philco Corporation’s Government and 
Industrial Division, Philadelphia. 

McLain B. Smith is now vice presi- 
dent and general manager of the Data 
Processing Division of International 
Business Machines Corporation, New 
York, succeeding L. H. LaMotte, who 
is now exercising general management 
responsibilities. 

Howard S. Gleason has been named 
manager of Stromberg Carlson’s Elec- 
ironic Control Systems plant in Los 
Angeles in addition to his duties as 
assistant general manager of the Elec- 
tronics Division. 

Harold E, Rich has assumed his 
new position as vice president of H. R. 
Wilson & Company, Management 
Consultants, of Los Angeles. 

Walter W. Reed has been designated 
as director of public relations for the 


(To page 19) 
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The freest possible type of thinking went Truly an imaginative and original contribu- 
into the design of the exciting new Cramer tion to the art of office seating, combining 
K-Line Matched Collection of Office Chairs. daring design with enduring performance. 


Why not let us send you our free illustrated brochure? 
R Cramer POSTURE CHAIR CO. 
625 Adams St., Kansas City 5, Kans. 
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THE JANUARY 1959 


Ottice a, 3 
Management . 


YEAR BOOK 


ISSUE 


os 


JANVARY 


1959 


ee 


The regular January issue of Office Management is the YEARBOOK ISSUE—and it is now in 
preparation and it promises to be a bigger issue than in previous years, with a minimum of 200 
pages already planned. O.M. devotes this first issue of the year to give its readers the vast store 
of reference material to supplement the ensuing eleven monthly numbers of OFFICE MANAGE- 
MENT with their current news and regular editorial features. The new 1959 January YEAR- 
BOOK issue will bring into total focus this year’s fast-moving trends in every phase of office admin- 
istration and new equipment: 


Operations Research e Automation and Integrated Data Processing e Systems Design, Forms Re- 
vision and Simplification e New Developments in Office Layout and Furnishings e Directory of 
Manufacturers of Office Furniture and Furnishings e Tools of the Office—Survey of Machine 
Developments e Directory of Manufacturers of Machines and Equipment e Personnel Practices e 
Catalogs, Booklets and Brochures e Review of Year's Calendar and Events. 


? 


A WORD TO ADVERTISERS The January YEARBOOK issue, as tlte spring- 


The January Office Management YEARBOOK 
issue offers the advertiser a medium for making 
a catalog presentation of his entire line—to 
have a “salesman” constantly at the buyer’s 
elbow every day throughout the year. 


board of your year’s promotion to the office 
market—followed by the eleven remaining num- 
bers constitutes the economical, effective pack- 
age for a full promotion job to the office 
market. Now while you are planning your 
schedules in OFFICE MANAGEMENT for 
the year ahead, be sure to include extra space 
or catalog sheets in the January O. M. YEAR- 
BOOK Issue to give strength to your entire 
program. Note early closing date: Nov. 15th. 


OFFICE MANAGEMENT 


GEYER-McALLISTER PUBLICATIONS 
Publishers Since 1877 


212 Fifth Avenue e New York 10, New York 
MUrray Hill 9-4411 
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National Automatic Merchandising As- 
sociation, Chicago. 

William A. Messner has been pro- 
moted to national service manager for 
Edison Voicewriter dictation equip- 
ment, Thomas A. Edison Industries, 
West Orange, N. J. 

Roy Cramer, ]r., has become the 
new president of the Cramer Posture 
Chair Company, Kansas City, Kan., 
and Harold W. Cramer has assumed 
the duties of executive vice president. 

Robert W. McGeary has been ap- 
pointed manager of systems planning 
for American Radiator & Standard 
Sanitary Corporation, New York, a 
position involving the development and 
maintenance of effective administrative 
systems and procedures for the cor- 
noration. 

Edwin H. Mosler, Jr., president of 
ihe Mosler Safe Co., New York, has 
been elected national president of 
Junior Achievement, Inc., succeeding 
Thomas G. Shirreffs of Cleveland. 

Malcolm G. Duncan has joined 
A M. Kinney Associates, Engineering 
and Architectural Consultants, Cin- 
cinnati and New York, as a_ project 
manager. 


Books and Pamphlets 


NEW TECHNIQUES FOR MAN- 
AGEMENT DECISION MAKING, 
by F. A. Lindsay, McGraw-Hill Book 
Co., Inc., 330 W. 42 St., New York. 
$15.00. ; 

Mr. Lindsay’s book is one of a series 
of The Consultant Reports, which 
bring to users a series of timely 
reports outlining factors affecting exec- 
utive decisions. His report deals with 
new management decision-making 
tools. It describes in non-technical 
terms the most useful techniques in 
operations research, statistical analysis, 
econometric analysis, systems analysis, 
and computer simulation. Clear ex- 
planations and practical examples give 
the executive an understanding of the 
capabilities and limitations of these 
tools so he may apply them to his own 
management problems. The report also 
explains such individual tools as prob- 
ability theory, linear programming, 
dynamic programming, and queueing 
theory. The author, who was formerly 
an executive assistant to Bernard Ba- 
ruch and consultant to the Hoover 
Commission, is presently a member of 
the management consulting firm of 
McKinsey & Company, Inc. 
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Verifax Bantam —_ 
Copiers *9Q*° cach A 
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At Public Service Electric and Gas Company (Newark, New 
Jersey), 46 Verifax Copiers speed Home Office paper work 


End 10-minute waits for 
“I-minute’ copies... 


Putting a new Verifax Bantam 
Copier in every department 
ends costly ‘‘travel time’’ and 
waiting for copies. Small in- 
vestment gives big return— 
immediately! 


to copy letters, orders, reports— 
what have you. (5 clean, easy-to- 
read copies made in 1 minute for 
just 2'2¢ each.) 


Call your local Verifax dealer for 
free demonstration. (He’s listed in 
“Yellow Pages’ under duplicating 
or photocopying machines.) 


As systems men figure it, you pay 
up to 24¢ extra for your copies each 
time a secretary makes a “ten- 
minute trip” to a distant copier. 
Eliminating this expense, alone, cov- 


a ~ 
ers the cost of each department’s Verifax Copying 


Bantam Copier in a month or two. 
DOES MORE...COSTS LESS... 
MISSES NOTHING 


And think of the convenience—no 
one need take more than a few steps 


eee eeeeeeseseeseees MAIL COUPON TODAY *******8 
EASTMAN KODAK COMPANY 
Business Photo Methods Division, 343 State St., Rochester 4, N.Y. 


Gentlemen: Please send new booklet describing Bantam and 
other Verifax Copiers. Also names of nearby dealers. 


72-11 


Name. 


Position 


Company 


Street 


City State 
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Photographed at Connecticut General Life Insurance Company, Hartford, Conn. 


- Now, one wnaillten do what 


13 used to do! 


Mary and the Macey Collator Stitch- One girl can work these two 
A-Fold system can feed, collate, stitch machines in tandem to bind your 
and fold 36,000, 6x9” sheets of own books — from single sheets to 
paper (3,000 booklets) an hour — finished form. The system pays for 
the same work that normally takes 13 itself in months. 

people working top speed. 


4 i The Macey Collator handles sheet FREE SURVEY OF 
ge thicknesses from onionskin to card- YOUR PLANT OR OFFICE 
eae board, and it’s accurate ... never Went to find your collating ond 
ao sai needs a coffee break. paper gathering costs (including 
ae hidden costs)? We'll do a free survey 
BO : : of your plant or office without inter- 
* Y, The Macey Stitch-A-Fold jogs book- rupting any work schedules - Write 
ges ae. lets perfectly; staples them; folds today, no obligation. 
Nay them into finished booklet form, 
ready to mail. 


MACEY COMPANY 


enmneneemenss A Subsidiary of Harris-Intertype Corporation 
CORPORATION 13835 Enterprise Avenue, Cleveland 35, Ohio 
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DRAWING FOR GOOwv REPRO- 
DUCTION, by Arthur H. Rau. 32 
pages. National Association of Bluc- 
print and Diazotype Coaters, 1757 K 
Street, N.W., Washington 6. $1.00. 
This manual stresses the importance 
of good craftsmanship, and suggests 
techniques for improving reproduc- 
tion. It is wsitten in three parts: Es- 
sential Elements of Good Reproducible 
Documents, Their Preparation and 
Care; Prolonging the Useful Life of 
Reproducible Documents; and Repro- 
duction Processes and Materials. De- 
signed for use in mechanical drawing 
classes and reproduction departments, 
the manual contains numerous illus- 
trations of drafting techniques and the 
kinds and uses of drawing materials. 
This includes drawing and tracing pa- 
pers and cloths, and pencils and 
erasers. The author is a drafting consul- 
tant of the General Electric Company. 


EVERYBODY'S METROPOLITAN 
LAW, by Martin Kramer. Associated 
Lawyers Publishing Co., 140 Vassar 
Ave., Newark 12, N. ]. $3.95. 

Mr. Kramer’s book is a comprehen- 
sive reference work on New York, 
New Jersey, and Connecticut law. It 
provides a quick method of referral to 
legal questions on such things as mar- 
riage and divorce, mortgages, personal 
income tax, social security, and tax- 
ation. Highly technical laws become 
easily understandable because they are 
written and presented in a form that 
is clear and simple. 


HOW TO MARK GOODS FOR A 
PROFIT, by Irving Goldenthal. Chil- 
ton Co.—Book Division, 56th and 
Chestnut Sts., Philadelphia 39. $1.25. 

This is the first of a series of 12 
practical manuals, appearing at the 
rate of one a month for one year, cov- 
ering all facets of retail merchandising. 
Each manual has these five features: 
examples and explanations of points 
discussed in the text; every-day lan- 
guage; an arithmetic “scratch pad” for 
all calculations; actual store problems 
with explanations that reinforce every 
subject covered; and handy reference 
type format. 


ASTM PROCEEDINGS, VOLUME 
57. 1430 pages. American Society for 
Testing Materials, 1916 Race St., Phila- 
delphia 3, Pa. $12.00. 
Recording the technical accomplish- 
ments of the year, this report includes 
(To page 23) 
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Why waste time cutting stencils? When there are rush 
reports to get out, just type, write, draw, or trace your 
copy on a clean, white Ditto Master. Attach it to a new 
Ditto duplicator, and in one minute you'll have up to 
120 sharp, clean copies in one to five colors. Your timely 
reports reach your office and sales staff in record time. 
Everybody’s instantly informed of important changes 
and developments. 

New Ditto duplicators take varying weights of paper 
and card stock; sheet sizes from 3” x 5” to 9” x 14’. 
Masters produce more than 300 perfect copies. For free 
Ditto demonstration, mail coupon. 


@) pirro. 


NOVEMBER 1958 


with a new Ditto duplicator 


es 
i. 


D-31 D-20 


Choose from a complete line of Ditto Duplicators—to 
simplify paper work .. . to speed up communications! 


Ditto, Inc., 6£52N. McCormick Rd., Chicago 45, Ill. 
Ditto of Canada, Ltd. Toronto, Ontario 

Ditto (Britain) Ltd. London, England 

Please send me samples duplicated on the new Ditto 


Op-31 (C)p-30 (p-20 
(Arrange demonstration of the machines I've checked above. 
Name, Title 
Firm 
Address 
City Zone___ State/Prov. 
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DAVID KNOPPING, Treasurer of 
Super Market Distributors, Inc. 


“Our @alional System 
saves us 41,000 a year... 


returns 67% annually on our investment!”’ 
—Super Market Distributors, Inc., Boston, Mass. 


“We've had 12 National Accounting 
Machines in operation for over two 
years,” writes David me treas- 
urer of Super Market Distributors, Inc., 
“And they’ve been a tremendous help 
in all phases of our operation; because 
they save us time, money, and the em- 
barrassment of making costly errors in 
pare. accounts receivable and client 
illing. 

“It’s important to mention, too, that 
with installation of a National Account- 
ing System, we now can have an ac- 
curate analysis of sales within a short 
time. We know quickly which depart- 
ments are profitable and which are not. 
Of course, having such valuable infor- 


mation at our fingertips allows us to 
concentrate our sales effort in the right 
places ...and with greater profit. 

“I’m pleased to report that even with 
all this valuable accounting service that 
we get from our National Accounting 
System ...the cost is much less than 
before. In fact, our National System 
saves us $41,000 a year... returns 67% 
annually on our investment!” 


ther 


Treasurer, 
Super Market Distributors, Inc. 


THE NATIONAL CASH REGISTER COMPANY, payton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES 


HELPING BUSINESS SAVE MONEY 
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VERSATILITY AND ECONOMY of operation are keynotes to an 
accounting department equip 


eee 


with a National System. 


THREE NATIONAL ACCOUNTING MACHINES, “ike this one, speed our customer's billing 
because extensions and computations are performed with mechanized accuracy. 


Your business, too, can benefit from the 
time- and money-saving features of a 
National System. Nationals pay for 
themselves quickly through savings, 
then continue to return a regular yearly 
profit. For complete information, call 
your nearby National representative 
today. He’s listed in the yel- Sj 
low pages of your phone book. 


*TRADE MARK REG. U.$. PAT. OFF. 
Swlional 
ACCOUNTING MACHINES 


ADDING MACHINES + CASH REGISTERS — 
wer paper (No Carson Reauined) - 
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reports and papers together with dis: 
cussion accepted by the American S6- 
ciety for Testing Materials, during 
1957- Presented also are summaries of 
the proceedings of the society's 6oth 
annual meeting and Philadelphia 
Spring meeting, listing by title and 
author the programs for each session. 


Coming Events 


Fifth Institute on Electronics in Man- 
agement. Washington, D. C., Novem- 
ber 3-7. 

Sponsor: The American University. 
Place: American University. 


National Time & Motion Study and 
Management Clinic. Chicago, Novem- 
ber 5-7. 

Sponsor: Industrial Management So- 


ciety. Place: Hotel Sherman. 
NOMA Business Show. Fort Wayne, 


November 12-13. 

Sponsor: National Office Management 
Association. Place: War Memorial 
Coliseum. 


FGAA 8th Annual Symposium, Wash- 
ington, D. C., November 17-18. 

Sponsor: Federal Government Ac- 
countants Association. Place: Shoreham 


Hotel. 


Equipment Systems Conference. San 
Diego, Cal., November 19, 20, 21. 
Sponsor: Eleventh Naval District. 
Place: Conference Building, Balboa 
Park. 


STATEMENT REQUIRED BY THE ACT OF 
AUGUST 24, 1912, AS AMENDED BY THE 
ACTS OF MARCH 3, 1933, AND JULY 2, 
1946 (Title 39, United States Code, Section 233) 
SHOWING THE OWNERSHIP, MANAGE- 
MENT, AND CIRCULATION OF OFFICE 
MANAGEMENT, published monthly at New 
York, N. Y., for October 1, 1958. 

1. The names and addresses of the publisher, 
editor, managing editor, and business managers 
are: Publisher, Andrew Geyer-McAllister, Inc. 
(Corporate Name), 212 Fifth Ave., New York 
10, N. Y. Editor, Robert M. Smith, 212 Fifth 
Ave., New York 10, N. Y. Managing Editor 
(None). Business Manager, James E. Neary, 
Jr., 212 Fifth Ave., New York 10, N. Y. 

2. The owner is: (If owned by a corporation, 
its mame and address must be stated and also 
immediately thereunder the names and addresses 
of stockholders owning or holding 1 per cent 
or more of total amount of stock. If not owned 
by a corporation, the names and addresses of 
the individual owners must be given. If owned 
by a partnership or other unincorporated firm, 
its mame and address, as well as that of each 
individual member, must be given.) Andrew 
Geyer-McAllister, Inc. (Corporate Name), 212 
Fifth Ave., New York 10, N. Y. Mary A. 
Geyer, 114 E. 84th St., New York 28, N. Y. 
Donald McAllister, 212 Fifth Ave., New York 
10, N. Y Bernard E. Neary, 1521 Zuleta 


Ave., Coral Gables, Fla. James E. Neary, Jr., - 


22 Herbert Ave., White Plains, N. Y. 

3. The known bondholders, mortgagees, and 
other security holders owning or holding 1 per 
cent or more of total amount of bonds, mort- 
gages, or other securities are: None. 

Donald McAllister, (Signature of editor, 
publisher, business manager, or owner). 

Sworn to and subscribed before me this 8th 
day of September, 1958. William B. Wirten- 
berg, Notary Public, State of New York, 
No. 31—4312100. Qualified in New York 
County. Certificate filed with City Register, 
New York County. My commission expires 
March 30, 1959. 
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INITIAL REACTION to the new 
1959 automobiles, which is signifi- 
cant to all businessmen because so 
much of the nation’s economy 
hinges on the state of the auto- 
mobile industry, has been good, 
strengthening the growing convic- 
tion that the recession is really on 
its way into history. The fact that 
unemployment remains stubbornly 
high is the most serious flaw in 
the present picture, in which all 
other indicators are that the upturn 
is real and will continue. 

MOST of the impact of th: reces- 
sion was felt on the prcduction 
lines of the country; few firms re- 
leased many office workers during 
the past months. Yet even as the 
total number of industrial workers 
employed declined, the level of fac- 
tory wages continued to increase. 
August figures for factory wages, 
which were published in Business 
Week recently, showed that 14 states 
reported an average industrial wage 
of more than $90 a week for the 
state’s factory workers. 

THIS emphasizes the rapid disap- 
pearance of any significant wage 
differential between industrial and 
clerical employees. Today’s produc- 
tion line worker is very likely to 
earn as much or more as the cler- 
ical worker with the same _ experi- 
ence and time of service. 

WHAT are the possible implications 
of this? Simply that basic high school 
graduates are apt, if factory wages 
continue to increase at a faster rate 
than office salaries, to be drawn to 
the production line rather than the 
desk. This could happen, unless the 
office reenforces and emphasizes the 
advantages clerical work can offer 
over factory work, while keeping 
its salary level competitive with that 
of industry. And, perhaps, an ad- 
vantage now partially unused could 
be exploited by more offices—the 
freeing of promotion channels, so 
that a worker can move upward in 
the company in line with his abil- 
ities. 

OF COURSE, most offices would 
assert that this is the present pol- 
icy. To a degree it is accepted as 
a principle. But it is more often 
honored in the breach than the ob- 
servance. 


SOME progressive companies are 
helping their people to move for- 
ward by cooperating in educational 
programs for their employees, or by 
underwriting the cost of courses 
taken by employees on an individ. 
ual basis. This is a healthy sign, 
and it is also the very best long 
term insurance for the company. 
For such a program is doing a 
great deal more than make office 
work more attractive to ambitious 
youngsters; it is also preparing a 
future middle management level 


* for the company. 


THERE is every indication that 
the office force will continue to 
grow in size in this country, both 
absolutely, and as a proportion of 
the total work force. Recruits for this 
force there will be. The explosive 
population growth that began after 
the war will be reflected in the job 
market in a few years’ time. But 
assuming that offices do continue 
to grow in size, and that the prob- 
lem of basic recruitment is met by 
expanding population in the late 
teen-age brackets, who is to super- 
vise the new workers? Where is 
the lower and middle management 
group, which will have to grow 
too, to come from? Logically, it 
should come from the workers who 
are coming into our companies now 
—but more management personnel 
will have to be taken from this 
group than has ever been the case 
in the past, simply because so many 
more managers will be needed. 


SO, from every viewpoint, it would 
pay the forward looking company 
to check its own promotion policies. 
Is the best a stenographer can hope 
for the private secretary's job, or 
can she, if she shows she has am- 
bition and ability, expect the com- 
pany to help her aim at a junior 
executive’s job? The company that 
frees its promotion lines, that is 
prepared to work with its em- 
ployees to prepare them for a better 
future job, will get the pick of the 
employment crop—and will have 
the cadre it needs for future ex- 
pansion. 


V2obear- (1 SH, 
Editor 
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A new Planning and Production Control System gives 
Carrier Corporation a competitive edge by speeding ship- 
ment of its air conditioning units. Sales forecasts — the first 
stage of production planning — are faster and closer to the 
market picture with scientifically designed forms that organ- 
ize and expedite paperwork. Determining material and 
manpower requirements follows the forecast. 


Next a Parts Requirement Record, run off from punched 
cards and using an IBM 650 computer, schedules quantities 
of components and completion dates. Parts arrive on stag- 
gered schedule for uninterrupted work flow. The Record is 
a 4-part Moore continuous form, the fast-moving Speediflo. 
It is the company’s control in print. 


This kind of automated control keeps inventories to a 


Build control with 


Ory 
ag 


j 
+ 


T1214 
} 


ok: ‘ 


Melvin C. Holm, Vice President and Treasurer, Carrier Corporation 


- “Moore forms helped us cut inventory” 


CONTROL SPEEDS CARRIER MARKET FORECASTS, 


PLOTS PRODUCTION FOR ON-TIME SHIPMENTS 


minimum and reduces warehouse footage. It has released 
capital for other uses and reduced seasonal loan require- 
ments. Overproduction is less likely since forecasts are up- 
to-date. Slowdowns caused by late or missing parts are 
minimized. Earlier deliveries can be promised — and met. 


The Moore man helped in scientific design 
of procedures and forms tailored to this Au- 
tomated Data Processing (ADP) system. For 
more examples of form-system improvement. 
write on your letterhead to the Moore office 
nearest you. 


Moore Business Forms, Inc., Niagara Falls, N. Y., Denton, Tex., 
Emeryville, Calif. Over 300 offices and factories through- 
out U.S., Canada, Mexico, Caribbean, Central America. 


MOORE BUSINESS FORMS 
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Statistical quality control, based on 


work sampling, raises office standards 


W ell designed paperwork sampling techniques will keep 


work as error-free as one hundred per cent checking, and . 


involve considerably less expense and loss of time— 


by Robert M. Smith 


PERIODICALLY THROUGH the 
day, in any large municipal water sys- 
tem, samples of the water in the city 
supply are taken and checked for pur- 
ity. As long as impurities remain at or 
below a certain permissible level, there 
is assurance that the sources, the aque- 
ducts, the purification system, are func- 
tioning as they are supposed to. 

Even more simply, a sample of 
blood may be taken from a person in 
a routine physical examination as a 
check on the ratio of red to white 
corpuscles in his blood stream. 

Common enough occurrences with 
which everyone is familiar, and yet 
each embodies the principles of sta- 
tistical quality control—a process which 
determines. by _ statistical sampling 
whether a given group of homogeneous 
units adhere to a predetermined stan- 
dard or range, whether at a city reser- 
voir, within a human body, on a fac- 
tory production line, or in the office. 

Statistical quality control has an 
awesome and forbidding sound, but 
actually it is far less formidable—either 
to understand or apply—than its name 
would suggest. Once established in an 
office, it can give as good or better a 
control on the quality of production as 
the 100 per cent verification of im- 
portant paperwork products used in 
many offices today. While it is not as 
simple to apply—nor as completely ac- 
curate—as the examples cited above, 
because it does not deal with completely 
homogeneous units as a water or blood 
sample does, it can be instituted in al- 
most any office where the volume of 
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production of auy one type of paper, 
record, or bill makes 100 per cent 
checking difficult. 

Basically, sampling of a stream of 
similar but separate units, such as in- 
manufactured 


voices, statements, or 


goods, as an accurate indication of the 
quality’ of the entire stream of any 
batch or lot in the stream, depends on 
two main concepts: 

The first is variability. One sample 
of blood in a physical examination is 
sufficient because, in mathematical 
terms it is a sample from a “universe” 
in which all units—the blood cells— 
are exactly similar. In such a universe, 
a sample of one unit is an accurate 
measure of all units. But to the degree 
there is a variation in the items that 
make up a universe, the number of 
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Public opinion polls use sampling techniques basically similar 
to those employed in statistical quality control in the office 
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Sampling can reduce incidence of errors by giving tighter control on all work done— 


Ps ceed 
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units drawn for a sample must be in- 
creased. The ideal sample of any pro- 
duction stream, be it a paperwork pro- 
duction line, or a manufacturing as- 
sembly line, incorporates enough units 
so that the sample mirrors faithfully 
the percentage of good and bad units 
that exists for the entire stream, or 
batch, from which the sample is taken. 

Thus sampling is really based on 
the law of averages—and the law of 
probability; if a large enough sample 
is taken or if enough samples are taken, 
the incidence of good and bad units 
in the samples will represent the per- 
centage of good and bad units in the 
entire production lot being sampled. 

This, stated in its simplest terms, is 
the concept of statistical quality con- 
trol. What does it offer the office? 

If carried through systematically and 
well, it offers it a chance of holding 
the incidence of errors in any given 
office product within a range prede- 
termined as acceptable. There will al- 
ways be a certain amount of error; it 
is the proportion of such bad products 
to the good ones that is important. 
Presumably offices that have used 100 
per cent checking eliminate all errors; 
actually they do not. Repeated tests 
have shown that 100 per cent checking 
or verification still allows a measurable 
quantity of errors to get through; some 
comparisons have indicated that sam- 
pling procedures actually give a better 
indication of the percentage of errors 
than 100 per cent verification because 
of the fatigue factor that creeps into 
the process of verifying every item, and 
leads the checkers themselves to make 
mistakes. 

Sampling techniques make it pos- 
sible to keep errors at a predetermined 
percentage of the whole, eliminate the 
time spent in verification, and identify 
and isolate batches of work in which 
the error ratio goes above the limit set. 

It can also, as it is used in many of 
the offices that have applied it, reduce 
the incidence of errors by making pos- 
sible a tighte: control on the quality 
of all the work done, and by pinpoint- 
ing the causes of the errors that occur. 

Thus, the very first step in setting 
up a statistical quality control program 
would be determining what are the ac- 
ceptable error limits on given types of 
paperwork products. Quality control is 
not designed to eliminate these errors; 
it is designed rather to act as a check, 
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to insure that the percentage of such 
errors remains within narrow limits, 
and that the ratio of errors to correct 
units is. ascribable to normal causes. 

Any sample that shows errors in ex- 
cess of the control limit established 
then gives a clue that something is 
very wrong with the particular batch 
of work being sampled; and the entire 


batch is subjected to a 100 per cent ° 


check to find the cause of the high 


incidence of errors and eliminate it. 
s 


Techniques of control 


It might be argued that sampling 
in this fashion would still allow errors 
to be made, defective products to go 
out, since batches in which the sample 
shows an error rate within the control 
limits are not checked 100 per cent. 
The fact is, however, as repeated tests 
have shown, that 100 per cent verifica- 
tion of all paperwork products is no 
guarantee that all errors will be caught. 
So a certain number of defective prod- 
ucts will go out in any event. The ad- 
vantage of sampling is that the per- 
centage will be kept as low as it will 
be by a 100 per cent check, any ab- 
normal incidence of errors will be 
spotted more quickly, and the time 
lost in 100 per cent checking is sharply 
decreased. 

How do we go about determining 
the permissible percentage of errors? 
This can be done by an analysis of the 
number of errors that have occurred in 
the past, if past performance has been 
considered satisfactory by management; 
or it can be a new figure determined 
by management. The lower the error 
ratio permitted, the more precise the 
sampling techniques will have to be. 

Let’s say a company, deciding to in- 
stall statistical quality control, finds 
that its past error ratio in preparing 
statements has been one per cent. 

Management determines that this is 
a satisfactory performance record, and 
adopts one per cent as its permissible 
average ratio on statements. Thus, 
management has set the standard which 
it wishes to maintain by statistical 
quality control—assurance that 99 per 
cent of the statements sent out will be 
accurate. 

The main working tool of statistical 
quality control is the control chart, on 
which are plotted the results of the 
various sampling tests run. The con- 
trol chart has three significant indi- 


cators—the mean, which is the per- 
missible percentage of error, and the 
upper and lower control limits. 

Terminology differs between com. 
panies—some work on the basis of 
percentage of errors, some on the per- 
centage of correct papers. In the first 
instance, lower control limit represents 
a percentage of errors lower than the 
permissible percentage; upper control 
limit, a percentage of mistakes higher 
than the permissible percentage. When 
the chart is set up on the basis of the 
percentage of correct papers, the terms 
represent just the reverse. 

The difference in terminology aside, 
the use of upper and lower control 
limits is the safety factor in the sam- 
pling process. Basically, they represent 
the range of errors within a sample 
that will designate the average error— 
the mean—in the batch from which 
the sample is taken. 

Thus, if our goal is one per cent 
error in invoices in our hypothetical 
company, one per cent would represent 
the mean on our control chart. But if 
the company were using statistical qual- 
ity control, it could not expect to find 
precisely one per cent error in every 
sample for a worklot of invoices. One 
sample might show a 1.5 percentage of 
error; another a .76 percentage of error. 

It is possible by mathematical means 
to determine the amount the percent- 
age of error in a sample can vary from 
the average error percentage for the 
batch from which the sample is taken, 
and still assure the checker that the 
error rate in the batch is normal. 

This can easily be illustrated with 
a pack of cards. Any suit in the deck 
represents 25 per cent of the cards in 
that deck. Drawing twelve cards at 
random from the deck should give 
three spades, let’s say, if the sample is 
to be a fair representation of the per- 
centage of spades in the deck as a 
whole. Actually, the first sample might 
give four spades, the second two, the 
third three, etc. Any given sample 
might give more or less than three 
spades, but the average incidence of 
spades in a number of samples will 
come closer and closer to three as the 
number of samples taken is increased. 

This is simply the law of averages 
in operation—the tendency of averages 
to become stable as long as the condi- 
tions under which the averages are 
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taken remain unchanged. In this in- 
stance, as long as a deck of fifty-two 
cards is used, in which there are thir- 
teen cards of each suit, any increase in 
the number of samplings will bring 
closer to three the number of spades 
found by averaging the incidence of 
spades in each sample. 

The amount by which the error in- 
cidence in a series of samples will vary 
from the actual error incidence in the 
batch from which they are taken is 
governed by the law of averages, while 
the amount by which the percentage of 
error in any given sample can vary 
from the percentage of error in the 
batch from which the sample is taken 
is governed by the laws of probability. 
The law of probability then governs 
the accuracy of the upper and lower 
control limits established for the con- 
trol chart. As long as the percentage of 
error in any given sample of sufficient 
size falls within these limits, the sam- 
ple indicates that the percentage of 
error in the work lot from which it 
is taken remains at the desired mini- 
mum figure. 

Any sample which shows an inci- 
dence of error outside the span from 
lower control limit to upper control 
limit would then represent a batch of 
work in which the percentage of error 
was not at the permissible mean. If 
the indication was that error percentage 
in the work lot was higher than the 
permissible figure, the entire batch 
would be subjected to a 100 per cent 
check to correct the errors and deter- 
mine why they were occurring. 


“Senceor” 
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This in essence is the basis of sta- 
tistical quality control. Obviously, the 
size of the sarmple taken for any given 
‘work batch, the determination of the 
level of permissible errors, the main- 
‘tenance of records, and even the meth- 
od of sampling used, all vary with the 
‘type of product being checked, and 
the needs and standards of the com- 
pany applying quality control. Some of 
the methods used to determine the 
best type of installation for any given 
work process, and for any given com- 
pany will be outlined in a subsequent 
article. 


But, relatively new as it is to the 
office, statistical quality control has 
already won enthusiastic response from 
the companies which have applied it. 
And its costs have not only proved less 
than those involved in conventional 
100 per cent verification procedures; 
cits results have often proved more ac- 


High cost of errors comes from their “snowball” nature—each mistake can lead 
curate. (To page 85) to a whole sequence of correspondence and added paperwork 
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Don't ignore these three vital elements 


of forms control in your program 


Control of every form, rather 


than of a limited number, and 
detailed functional file are 
called essential— 


by Ray Marien 
Forms and Procedures Manager, 
Olin Mathieson Chemical Corp. 


FORMS CONTROL is a relatively 
new field in office paper work spe- 
cialization. Because of its newness, it 
abounds in misconception and scatter- 
brained ideas. There are many wild 
statements made about it which do 
much to detract from its obvious use- 
fulness to management. In fact, it is 
getting so that any man who knows 
which side of a T-square is up, and 
who designs a form for better or for 
worse, considers himself a “forms con- 
trol man,” perhaps even a “forms ex- 
vert,” whether or not he has any other 
knowledge but that. 

It is high time someone set the rec- 
ord straight and separated the fact 
from the fancy in this field, to put an 
end (temporarily at least) to some of 
the weird notions about forms control. 
At a recent seminar on forms control, 
for instance, we were shocked to hear 
of a company that believes it needs to 
control only ten per cent of its forms 
and feels it can afford to ignore the 
rest of them. It finds the detailed func- 
tional file superfluous, using an ex- 
tremely simplified version which it be- 


_ lieves to be as useful as the more elab- 
) orate type suggested by the country’s 
| leading consultant in the field. 


Naturally this report threw the au- 


» dience into a quandary—head first! 


They had been led to believe (up to 
that moment) that a strong, carefully 
detailed functional file, and complete 


' control of all forms were the first two 


essentials to any forms control pro- 
gram. 

Yet some companies actually believe 
that they can get along very well by 
checking only 500 forms when they 
have 5000 in circulation; that 50 folders 
are enough for their functional file. 
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Forms control is not yet an established tradition; it must be sold in many companies 


\ctually, investigation would usually 
show that even companies which re- 
port such sweeping short cuts really 
do check all their forms at least once, 
beiore deciding that some can be for- 
gotten, with only a small fraction 
checked regularly. But is this enough? 
Our thesis is that it is not. 

The very fact that companies which 
approach forms control in this fashion 
do concede the need to review all their 
forms at least once is, it seems to us, 
an admission of the obvious: If 
you don’t examine each and every form 
in use in your company you may be 
actually sanctioning by omission, a 
considerable, unnecessary expense to 
management. Does anyone, in light 
of today’s conditions, or at any time 
for that matter, wish to place himself 
in that position? And if he does, could 
he still say he was running a “Forms 
Control program”? Sounds like a bit 
of a joke, doesn’t it? 

Obviously, you must see every form 
at least once and then every time after 
that when it comes up for revision. 
Once specifications and proper design 
have been set up, then it is no longer 
a problem, unless someone wishes to 
change it again. Imagine the groans 
in the purchasing department if you 
gave them written specifications on 
only 10 per cent of the forms and let 
them obtain ihe others as best they 
could! Or just as bad, suppose you 
merely permitted the internal duplicat- 
ing department to do whatever it 
wished with all the forms that are 
printed for you. Can’t you just see the 
dollar bills flying out the window? 
After all, these other departments are 
staffed by good men, but they are not 
forms experts. They can’t be. It’s a 
special job and requires special train- 
ing. 

First, a good forms control analyst 
has to know all the forms design tech- 
niques and essentials. Then he has to 
be aware of the various printing proc- 
esses available. To top it off, he has to 
have a thorough knowledge of print- 
ing paper. This sort of knowledge does 
not come overnight. It takes time and 
money to train a good forms man. 
Why, then, go to all that trouble, if 
you're only going to bother with 10 
per cent of your forms. 

At one large company in the rail- 
road products field, it was discovered 
that some 80 per cent of their forms 
fell into two major categories or func- 
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tions: To Report and To Record. Here 
was the “meat” of their clerical opera- 
tion. Yet, because most of these were 
not excessively expensive forms, some 
companies would have forgotten them. 
This company did not. They got right 
to work on them and were able to effect 
such startling consolidations that they 
eliminated 337 of the first 444 forms 
they worked on! This made for a re- 
markable record of 76 per cent of those 
forms eliminated. 


File made consolidations possible 


Naturally, they grabbed at the “fat” 
first, but the important thing here is 
that they knew where to look for it. 
They went to the Functional File, 
where all of the company’s 5000 forms 
had been carefully classified into about 
400 separate folders. This detailed 
breakdown—by Subject, Operation and 
Condition—into workable sized files, 
enabled them to produce that excellent 
record of consolidations. On the other 
hand, 50 folders might be enough in a 
Functional File—if you had only 500 
forms! 

Following are a few of the consoli- 
dations made in that company, within 
the forms control program’s first six 
months of operation: Application for 
Employment, 15 made into 1; Bank 
Reconciliation, 15 into 1; Employee’s 
Report of Hours, 10 into 1; Fire Equip- 
ment Inspection Report, 12 into 1 and 
se on, ad infinitum. 

To say that management in that 
company was well pleased with the 
results is an understatement. First, 
they achieved uniformity in reporting 
this information, a major factor in 
efficient clerical work. Then, they 
benefited from long run _ printings 
from one plate, instead of some 15 
small offset duplicator runs or outside 
purchases from 15 different sources. 
Here was the big saving in countable 
dollars—the forms purchase cost. 

In another large company, this time 
one with morc than 15,000 forms, this 
type of program has resulted in the 
“standardization” (design and specifi- 
cations for maximum efficiency and 
economy) of more than 6000 forms, the 
elimination cf over 1000 more, and 
savings in the purchase cost of these 
forms running at more than $100,000 
annually. 

At the risk of being repetitious, we'll 
say it again. These kind of results 
cannot be obtained with “control-less” 


forms control, or “function-less” func- 
tional files! 

Another bit of fancy easily demol- 
ished is the myth that it is not neces- 
sary to report the progress of a forms 
control program. The reasoning here 
is that it shouldn’t be necessary to 
“justify” the department's operation. 
This is an unusual theory, to say the 
least. If you didn’t tell management 
what you were doing, how would they 
know? It costs money to put in a good 
forms program and it certainly has to 
pay off or it’s not going to be kept 
around very long. Management has a 
right to know the answers to such 
questions as the number of forms proc- 
essed, redesigned or eliminated, the 
dollar savings achieved, the clerical 
production increase through specific 
form streamlining and so on. Remem- 
ber, there is not yet an established 
tradition in forms control. It must still 
be sold in many companies, yes, even 
after it is established in many cases. 
As a relatively new field in office paper- 
work specialization its proponents must 
be constantly aware of this. 

Reports are essential until such time 
as the necessity for continued life of 
the program becomes apparent. Then, 
they should be curtailed, but never 
stopped. Most likely they can be cut 
down to one or two a year. 

Remember, too, this is not only a 
department of specialists analyzing 
forms, it is a working, producing de- 
partment, preparing printing specifica- 
tions, drawing up forms, processing re- 
quisitions, and in many cases even 
buying the forms. These are not the 
analytical or hand-on-the-chin sort of 
things some people associate with sys- 
tems work in general. These are meas- 
urable areas of office production, and 
the nature of the record-keeping in a 
good forms program lends itself to 
reporting quite readily. So why not 
report? 

In addition to the prime requirement 
in any forms control operation, which 
of course is top-level management 
backing, there are three necessary ele- 
ments to any program, if it is to be 
successful. These are: 

1. Control of all forms 

2. A workable functional file 

3. Progress Reporting 

These three, plus the necessary back- 
ing, will give you Forms Control as 
it should be, not as it is in all too many 
companies. 
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A SALESMAN for a business equip- 
ment manufacturer once called on the 
vice president of 2 medium-sized com- 
pany producing handbags and belts. 
The salesman was glib, personable, im- 
peccably dressed. His company’s pro- 
duct was a superior one. It was a piece 
of machinery that might have bene- 
fited the prospect from both an efh- 
ciency and economy standpoint. The 
ensuing sales spiel went something like 
this... 

“Mr. , ve formulated an ex- 
tensive analysis of your production 
procedures and feel conclusively that 
our equipment is precisely what you 
need. Now, under our system, when 


Effective communication is vital to 
the smooth functioning of any work 
process—in office or factory 


The first requirement of any communication is that it 
be understandable. Technical jargon and the effort to im- 
press can be fatal to a presentation or directive— 


by Raymond Dreyfack 


Director of Tabulating Systems, Faberge Perfumes, Inc., New York 


determining zequirements, preliminary 
processing will initially explode your 
bills of material based on orders re- 
ceived at the plant; then, in accordance 
with manufacturing forecasts automat- 
ically produced in an off-line printing 
operation .. etc., etc.” 

Let’s stop at this point. If you 
haven’t already guessed it, the sale was 
doomed from the start. The sales- 
man’s selling points made sense, but 
all he succeeded in doing was to an- 
tagonize his prospect, who dismissed 
him as quickly as possible on some 
pretext. 

Let’s try to determine why the sales- 
man lost out. Well, obviously, his mes- 
sage never got through. For one thing, 
he was talking way over his prospect’s 
head. He was also sounding stuffy and 
superior. The vice president was a 
successful and intelligent man. He 
was a hard-headed business man, and 
the business he was engaged in was 
showing a nice profit. Where did this 
up-start know-it-all come off to take 
up his valuable time with a lot of poly- 
syllabic double-talk? In addition, the 
prospect’s suspicions were aroused. This 
bird’s trying to put something over on 
me, was his initial reaction. 

Perhaps this example is a trifle ex- 
aggerated, bui the pattern is a familiar 
one. And it makes itself felt in many 
areas of business today, from the top 
to the bottom. 

Consider inter-office communication, 
for example. The purpose of the memo 
is to put ideas into writing, to record 
messages or instructions. Yet how 
many people issuing memos are con- 
sciously or unconsciously attempting 
to impress theit co-workers when they 


Brevity, simplicity, clarity—the three 
cuides to effective communication 


should be trying to reach them? How 
many such papers are issued needlessly 
just because someone is trying to 
throw his weight around. 

Inter-ofice memos can and should 
be an effective vehicle of communica- 
tion and record in the office. Instead, 
in many firms they are regarded only 
half seriously because they are either 
produced in wanton abundance, or else 
are generally too confusing and un- 
definable to he of real practical value. 

Effective communication coupled 
with sound ideas is the “secret for- 
mula” for profits and success all along 
the jine. It’s a vital ingredient if a 
product is to be manufactured accord- 
ing to specification, if a procedure is 
to be carried out as planned, if the 
product is to be sold. A primary func- 
tion of management and supervisory 
personnel is to evolve through plan- 
ning and thought the best methods for 
running the business. But here the 
task is just beginning. What manage- 
ment plans, line personnel must follow 
through on. How can we be sure that 
the follow-through will be the same as 
the plan? Once again the answer lies 
in effective communication. 

If a worker is told to transcribe a 
code number on a form in quadrupli- 
cate, all she has to do is write it four 
times. Well, why not tell her so rather 
than have her turn to her neighbor 
and waste time asking, “Hey, Dottie, 
what do they mean by ‘transcribe in 
quadruplicate’?”—with Dottie answer- 
ing, “I dunno. Say what do I look 
like, an encyclopedia? Oh, by the way, 
are you and Joey going to the dance 
tonight?” Etc., etc., etc. All this be- 
cause someone, in writing a procedure, 
tried to do it the hard way instead of 
the simple. 

Where an instruction is briefly and 
clearly stated, misinterpretation is difh- 
cult. On the other hand, when the 
meaning is not clear the reader is like- 
ly to inject his own meanings, or fill 
in the fuzzy parts with ideas of his 
own. In many cases, the inserted ideas 
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Perhaps workers will understand the impressive phrase; perhaps they won’t. There’s 
no chance of misunderstanding if the direction is “‘Make four copies” 


may vary considerably from those in- 
tended by the person who conceived 
the plan, and who, presumably, was 
better qualified to set it up. How 
many times have workers confronted 
with their errors responded with, “Oh, 
I thought you meant this, or that’? 


Five correspondence checkpoints 


Another area where good old-fash- 
ioned common sense is often replaced 
by pomposity and what often seems 
like a willful effort to confuse, is that 
of business correspondence. True, long 
strides have been made in recent years 
towards eliminating some of the archa- 
ic and roundabout terminology of past 
generations. But we still have a long 
way to go. Even without delving deep- 
ly into techniques of letter writing and 
clear expression, it is a simple matter 
to ask oneself certain basic, but often 
revealing, questions: 

(1) Is what I am saying brief and 
to the point? 

(2) Am I writing as simply as possi- 
ble, or am I using long, fancy-sounding 
language in an effort to impress my 
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reader with ray learning and vocabu- 
lary? 

(3) Am I being needlessly repeti- 
tious, laboring a point? 

(4) Do I have a tendency to ramble 
on endlessly in long disconnected sen- 
tences? 

(5) Are my thought sequences logi- 
cal? 

In other words, is there a sensible, 
easy-to-understand relationship between 
one sentence and the next? 

These are some of the principal 
flaws to be found in business corres- 
pondence today. This by no means 
implies that a business letter should 
be cold or overly formal. Personal ex- 
changes, friendly greetings, wherever 
feasible, are strongly recommended. 
Generally speaking, conversational 
type writing is easier and more plea- 
sant to follow than the more formal 
ized style. But, of course, care should 
be taken, where the corresponding 
parties are not acquainted with one 
another, not to become too informal— 
under certain circumstances this could 
be misinterpreted as presumptuousness. 


As further proof that effective com- 
munication stimulates success in every 
phase of business, consider the super- 
visor or department head who wants 
to make a presentation to manage- 
ment. 

Let’s assume a tabulating supervisor, 
Mr. P. T. Card, who has come up with 
what he considers a pretty good idea 
to revise the existing payroll procedure. 
Now, Mr. Card’s idea will necessitate 
a change in present equipment and a 
shifting of personnel. It will conse- 
quently require management approval 
before it can be put into effect. In the 
final analysis, however, :f Mr. Card 
plays his cards correctly, the new pay- 
roll system will be faster, smoother, 
and more economical than the one 
presently in use. Needless to say it 
will also be a feather in his cap, and 
probably, when salary review time rolls 
around, somz extra dollars in his 
wallet. 

The new system, if put into practice, 
will be good for the company and 
good for Mr. Card. He knows this be- 

(To page 84) 
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Guard the profit margin by imsuring that 


your forms are efficient, economical 


Many offices suffer “hidden losses’ because they are 
doing work that is unnecessary, and are using complicated 
methods when simple ones would do as well— 


by George Biek 


Supervisor of Forms Design and Control, General Foods Corp., White Plains, N. Y. 


THERE ARE many types of losses in 
business, but the type discussed in this 
article will be confined to those that 
are caused by unnecessary clerical work 
or use of the wrong processes. 

There are many ways of perform- 
ing most processes; if we fail to use 
the most economical way, we are creat- 
ing unnecessary costs that will be re- 
peated year after year as long as the 
more expensive method is used. With 
competition growing keener all the 
time, small savings can make a big 
difference in an organization. 

We must learn to do without the 
window dressing or luxuries that are 
not absolutely needed within the or- 
ganization. For example, we embark on 
expensive automated equipment which 
is a gamble that doesn’t always pay off. 
In the suggestions made in this article, 
there is practically no outlay for new 


equipment, so that in most cases these 
are clear, undisputed savings. 

One of the greatest wastes in the 
office lies in typing all reports. In the 
past we had no available means of pre- 
paring more than three handwritten 
copies of a form with one writing. As 
a result, all reports were typed from 
the work sheets, causing both delay 
and expense siiice the work had to be 
proofread for accuracy after it was 
typed. 

We are creatures of habit—we have 
always done this in a certain way and 
seldom question whether there is any 
other method available. 

In a company as large as General 
Foods Corporation we have many re- 
ports, some with as many as 100 copies. 
The process used to prepare these re- 
ports varies with the number of copies 
duplicated and the size of the report. 


Whenever possible, we use the work 
sheet as the master and duplicate all 
copies from the handwritten one. Thus, 
all copies are just as accurate as the 
original. 

The chief requirement is that all 
figures be legible. Originally it was 
felt that pencil figures would not be 
clear and would be misinterpreted, but 
this has not proved true. We are pre- 
paring more reports all the time from 
the origina! pencil figures, many of 
them to the executive council made 
up of the top officers of the company. 
(This, in fact, was the argument used 
against those who insisted upon type- 
written reports.) 

Many of our reports are prepared 
on Ozalid or Bruning machines from 
original copies, on parchment paper 
that is almost transparent. Most of 
these papers have an oily or waxy 
finish so that ink from the press does 
not penetrate and any errors can be 
easily erased. 

To maintain the lines, we print the 
form on the back of the paper and 
read through the paper. This “reverse” 
printing is easily done with the. use 
of metal plates. We place the emulsion 
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side of the negative away from the 
sensitized metal plate, which is the 
opposite of the normal process of pre- 
paring the plate. When the form is 
printed, it is as though you were look- 
ing at the form in a mirror. 

Because of the transparency of the 
paper, it will help considerably if a 
sheet of plain white paper is placed 
underneath to provide a solid back- 
ground that will make the form stand 
out. We also obtain our best results— 
with little smudging—by. using a 
sharpened no. 24% lead pencil for our 
figures. 

We used to print our traffic rate 
sheets on duplimat plates, type the rates 
on this paper plate, and run off about 
20 copies for distribution. There were 
frequent changes; each time a change 
took place we had to retype the whole 
plate. In spite of an excellent typing 
service, there was a delay in transit 
both ways because of typing and proof- 
reading. 

Then we changed to parchment 
paper, reverse printed, wrote our fig- 
ures in pencil and ran off 20 copies 
on the Ozalid machine. Now as 
changes are made, we erase the old 
figure, write in the correct one and 
again’ run off 20 copies on the Ozalid 
machine. 

Recently we opened a number of 
new warehouses which required new 
rates, and it is doubtful if we could 
have met the deadlines under the old 

(To page 66) 


NOVEMBER 1958 


GE Py iS Or 
RATIONAL WEEKLY UNIT SALES BOOKINGS REMC } 
enidlaasdia detested tttinhes 


CUMULAT: ¥E URIT BL OK 
TO wWEte 


“4 
3 
4 

> 


+—- = | 


| 


} 

| 
TT 

| 


| 
| 


$$$, —- — - ee ep es a ——— 
~TLOTAL =! ~ Laz Bee ee fe ln SS A 3 ee 2B) 


| 
ee & ; j Fiz 
i | oe A} 4 
| | CF i 
eames ' j 
+ ' y } | 
t ' , 
| epee { 
ee AERC 4 cf 
| NEI os j i } 
| ] 
TOTAL L i rm | Wi! LOL ean| swt). la! 
SY ae "| Pee a wm seh fe ne = -—--—i il, 


VER CENT OF SUSINES 


RED BY 


Fig. 1. Weekly report form is filled out in pencil, reproduced by Maultilith 
33 


> 5 ee ie _ —— 8 8= 6 or t 
ait ae : P . : ie i...) So oe i er Wes ee ee et ay 
| ¥ j a : 

“re , | 
' yy Cae t 
oa we 

& hg 

bi , 0) ir ———— 
| : a 
~~ « oO @ ‘ 5 ; ‘ ere “ 
wd - . 2a : E he ee ae j ‘¢ 
: ? “ poe . p, Ea : 
ey ? . =  — SS Re } ™ 
pe SO a sy ee a fo: - 

¥ eon ey ~ x 

fs a .* aan beet i one & . —_— 
5 : 7 ia a &4 Tae 
i p : a . a a ee 

a ‘ oho hee : oe . 

P om é Se Es 
4 aa _ ; 
| a 1S eo - 

ie - one F 
4 =. 
: Betty re , , ak eee 4 -_ 
E E yee e el picerunet nm Sf } ae 
4 Fi soil o eta a ‘< , 
, 5% . . ea } Be “ae oe * 4 
Wi ees 7 i : : ss } _ .. re 
a a ; ; 4 & 5 ee rt 
2 aad : a : ; ¥ q rig re ~~ q | Ae eee 4m Be Re 
i eae, fi a) oe P — aan oP i = ty Af Bile “9 “re 
— ex 4 @) e) eee | |, ~ Re . 2 a x . aaa 
, a Pay Ok ai} a“ 7 3 B ” F Noe 
: : 7 Se . _ - “ 4 y, el a8 ss i r ‘ il _~, i na : 7 ; 
& * z ae i - 2 Yes 1 Biss ra es ; : = i 7 . q 
ie, = Bere aes. eee A fe acme 2 % M # | 
; . Re : oc > a et at ‘ 3 P 
a aol ? 2s 
a , : es. oe | = al ? = : 
: i : sy Sa a a . 1 
; = . ee > ry ii eae . Co ; 7 | 
_ ie * = Pek (@) a (eo) O 
: = G ” ‘ ' : OR aie! , ie f e- % 7 a _ B: = é ’ 
ey i , ae ie ae = oe ee ae a te ay ‘ é 
“es i E fae - a * a 4 4 ; i 
i = a a . a Pi a | i Be ‘ 
s ; ie PRS eo) ee Bin? | tes : : no : 
. é 3 ‘ . « e “# a =. ec: ir BS ; : ‘ 
rh 
—_ _ hii - =n 
es « = ist ' 
| Pipi : , aaron . 
N o NtT @ } f- jer?) Bi tN RYOVER 
a af . * Be Bt ier inet f PSP tie p< ae ad) 
RAR i p ! LF! . 
} ; > ie tL “ 
| ; 14 G68 | | 
— | ; 4 : 4 
t / + Aad 
| ‘ 
a a eS a: reas Hoe 
“ te rp i 
Rs a Es a a Le ef eS | ee | 
} } 
4 . ae. f | 
| “a | ae Nt SSS tet 04 4 aus + oo 
: 450 4 | SASS 4 7 TAF \ 40 \/, rad | 
é | Yh, 3 ‘ 74 io 
«6 | LG {9G 3 pap Aco m* i T 
a ak aE ae EAA | a | 
} | Oy AO L, “5 Of | 64 ie. 
“nu aia (| ; “¢Y 7 AG 4 y* ‘ff 4 ‘ 
+ TL PLS wwe inh. f 5 os £ ‘ 
4 ; } Y¥O3 79 as 279 $32 y a. \ 
5 . 1 990 _| tig, (Ai 3G9 3 Ta Ss 5 2 
7 i? a4 qa 
| 6.4, le Li tg B 2,69) 
} 1A aw Le 2, .716_) Ai 
| hie i L 341483 200 a | \ 
} ; a F2€ 
} t os ae = 
| | g zm - 
1 mt 2% . Beh = ope | 
i i 12, - ! 
| : | i 17 > | ‘ 
| { 
| } i 7 1 
‘ ‘ 4 ! 
me 1 ’ ‘ h 
ea Be ee SSP SPST ST a a Ee 
— Se mteal en EY he Ee BO Lhe os Ma poone-dykeekdtind 
—— Se 
ee rm 500! TIT FILS FIT| SIG zi esa | 
,IQTA : 163_ 266} ; aoe | fee gye | Seta — vi EE 
sg sae are = ee cop on Pb 5 en ky Ah Ee 8 <n nee 
BLS aA eB i ram 
IT) a | ei LSE Ss! 5 ES 1! 
: an i ee ee pet 
LS TS SS TS LS SAC LS - o - J : 
mapa og me ye aT . — 2+ 
a il TE Ta 4 e 
e . bie Fe ey , a 2 es iS a oR. a sr = , + a 1 ideas a ; 4 : 
Bie Malate ole 4 JE ee ee |) ee May ‘ ey ae ae ee ses Ne = 
a a is = ie || ee ————— 
; a . 1| 2 <i raet j ‘ao ae a oo 


“~ OR e oF; 


Formal pre-retirement programs give worker sefise of identity with others soon to be retired 


How to prepare office workers 


for the day of compulsory retirement 


Pre-retirement counseling, flexible retirement plans 


under which employee’s normal work period is reduced on 


progressive schedule after 65, are proving effective— 


by Maurice F. Ronayne 
Chief, Procedures and Methods, Federal Mediation and Conciliation Service 


JOE SMITH retired in ’38 after 39 
years with the company. They gave 
him a gold watch at the testimonial 
dinner where the company president 
spoke glowingly of Joe’s loyal and 
faithful services and said that they 
would really miss him. Then it was 
over; Joe was on his own. 

Our mythical Joe Smith retired from 
the firm all tight, but he missed the 
firm more than it missed him. For 35 
years, he had spent more than one-third 
of his waking hours in the office. Then 
suddenly it all stopped. Sure, Joe knew 
he’d have to retire someday, but that 
was always tomorrow. 

Joe did not prepare for retirement 
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nor did anyone suggest that he should. 
When he did retire, he had little to do, 
and a lot of time to do it in. Joe didn’t 
live long after retirement. They say 
that he dicd of old age. Maybe—but 
boredom helped a lot too. 

If Joe Smith were retiring today, he 
would not be “retiring from” his com- 
pany, but he’d be “retiring to” a new 
and exciting period in his life. Most 
important, he’d be prepared for his 
“golden years” of retirement. In many 
organizations today, public and private, 
the pre-retiree is prepared for his re- 
tirement one to five years before the 
big day arrives. Through education, 
he is orientated towards his future 


years as a senior citizen. Pre-retirement 
counseling or education programs have 
been set up to help him plan for the 
challenges, opportunities, and _ pitfalls 
of life after retirement. 

Most business firms, unions, universi- 
ties, and government agencies now 
realize that the population of the 
United States is gradually becoming an 
older one. Our nation is no longer a 
young one, nor are its citizens. Medical 
science has made it possible for man 
to achieve the Biblical three score and 
ten. Today, with the advent of com- 
pulsory retirement, a man may expect 
to live ten or more years after his re- 
tirement. This means that a large part 
of our population must be educated 
to prepare for many more years of life 
after retirement. 

“The whole matter of retirement is 
too important for an employee to post- 
pone his thoughts on the subject until 
the last few months before he retires,” 
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AMA fall office management conference 


concentrates on cutting costs 


Elimination of unnecessary work, simplification of work 


that remains, and good control over equipment and working 


force cited as three main areas for cost cutting— 


THE BASIC reasons underlying the 
continuing rise in office costs, and 
varied methods of reducing such costs 
were the major topics covered at the 
opening sessions of the American Man- 
agement Association’s fall Office Man- 
agement Conference, held October 22- 
24, in New York. 

Other subjects discussed at the three- 
day meeting included work simplifica- 
tion, productivity levels among older 
employees, and an exhaustive presenta- 
tion of the “Total Systems” approach 
evolved by the Carborundum Co., 
Niagara Falls, New York, to automate 
all its basic paperwork procedures. 

Basic reason for the present high 
level of office costs is the long boom 
period in which emphasis on increasing 
gross profits took precedence over con- 
trolling internal operating costs, Wil- 
lard McCormick, Senior Partner, Cre- 
sap, McCormick and Paget, New York, 
told the opening day audience. 

Outlining “The Cost of Managing,” 
McCormick said that the recession, 
even though it now seems to be end- 
ing, has forced management realization 
of the profit loss involved in high op- 
erating costs. 

This puts middle management 
groups concerned with office admini- 
stration under pressure to reduce cler- 
ical costs as much as possible, McCor- 
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mick declared. Some office cost factors 
cannot be controlled by middle man- 
agement groups, and are the direct 
responsibility of top management, he 
said. Thus, the decision to take new 
office space or to add to existing space 
is usually a top management decision, 
and the higher rent costs are a top 
management responsibility. 


Middle management’s responsibility 


But there are areas, he declared, 
where cost control is almost entirely 
in the hands of the middle manage- 
ment group. These are “the elimina- 
tion of unnecessary work, the simplifi- 
cation of essential effort, and control 
over the utilization of equipment and 
personnel.” 

Any fundamental attack on the office 
cost problem should concentrate on 
these three areas, he declared, and 
should attack each in the sequence he 
had indicated. 

“Simplifying work would be a total 
waste of time if such work were later 
deemed unnecessary,” he said. “The 
productivity of people or the utilization 
of machines and equipment should not 
be considered uutil one can determine 
whether or not they are processing 
necessary material.” 

The logical way to achieve the de- 
sired objectives of eliminating unnec- 


cessary work, simplifying the work 
that is important, and maintaining 
good control over personnel and ma- 
chines is, according to McCormick, 
“fact finding, analyzing the facts, and 
developing subsequent recommenda- 
tions.” 

To determine the facts about office 
costs, the speaker said, one should ask 
the questions, how, why, what, when, 
and where. 

“Not only should we know what 
work is being done, but wéy it is being 
done,” he said. “If we persist in trying 
to find out why certain pieces of work 
are being done, we are likely to come 
up with some very startling answers.” 

Such answers can very often furnish 
the clues that will help management 
identify unnecessary work that can be 
eliminated, he declared. 

Conceding that determining how 
work is being done is a time-consuming 
job, McCormick suggested that flow 
charting and documenting the work 
could simplify the project. 

When work is done is also a very 
important factor in tightening clerical 
operations, he went on. In general, 
McCormick declared, the sooner office 
work is performed after the action it 
records, the better, since the shorter 
the interval between an event and the 
completion of all paperwork connected 
with that event, the more accurate the 
paperwork will be. 

“Where work is done is a question 
which brings forth the issue of cen- 
tralization vs. decentralization,” the 
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Chairs and desks in executive offices demonstrate range of company’s products 
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Banks of files serve as only dividers between departments 


fm Steelcase puts principles into practice 
| in new Grand Rapids offices 


Office furniture manufacturer's 
administrative center stresses 
flexibility, good communication, 
easy maintenance— 


A WELL-PLANNED office is more 
than a matter of attractive layout, good 
furniture and equipment, sufficient 
working spac>. It should also represent 
in physical form the work plan of the 
company it houses, the relationship of 
the various departments in that com- 
pany. And, though itself inanimate, it 
functions as a production unit: the 
efficiency of the people in the unit de- 
pends on their own nature, the ability 
of their supervisors and executives, but 
it also depends on the foresight and 
care with which the office has been 
planned. 

Or so at least. Steelcase, Inc., Grand 
Rapids manufacturer of office furni- 
ture, believes. And recently, Steelcase 
has been able to put into practice the 
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Well equipped auditorium is one of service facilities on ground floor Winding stairway dominates lobby 


Salesmen’s area is just off reception room, as are the offices of top company officials. 
Thus, the company personnel having the greatest number of visitors are easily available, 
and general office routines are seldom interrupted by visitor traffic 
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Pleasant cafeteria is used for employees’ coffee breaks as well as lunch 


theories it has been preaching to its 
business customers for so many years. 
It has constructed a new home office in 
Grand Rapids, which serves not only 
as a highly efficient work center for 
Steelcase, but also as a convincing 
statement of the principles the com- 
pany advocates. 

The office—or Administration Area 
—is part of a quarter mile-long factory 
and administration building which 
also houses the largest plant in the 
country manufacturing steel desks ex- 
clusively. 


The plant, in addition to being the 
country’s largest center for steel desk 
production, is also the only American 
plant designed specifically for desk pro- 
duction (other Steelcase units are built 
in different plants in the Grand Rapids 
area.) As such, it is a beautifully or- 
ganized straight production line flow 
in which sheet steel comes in at one 
end of the line, and finished desks, 
ready for shipment, come out at the 
other. 

Many offices, placed so near a highly 
organized production line, in which 
every step of the work flow process is 
logical and clear even to a casual vis- 
itor, would suffer by comparison. The 
fact that the logic of the paperwork 
flow pattern in the Steelcase Offices is 
just as apparent as the sequence of 
steps in the production line is a meas- 
ure of the success of the Steelcase 
planners. 

But the new offices embody more 
than a clear and logical layout, in which 
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Computer aids air traffic control at CAA center; 


AUTOMATION| | 


- 


IN THE OFFICE 


“reading” machine developed for cash accounting 


The first electronic computer for use 
as an aid in air traffic control was 
placed into service recently at the air 
trafic control center in Indianapolis. 
The computer, a 650 RAMAC data 
processing system developed by In- 
ternational Business Machines Corpora- 
tion, is automatically performing many 
routine tasks that now enable air traf- 
fic controllers of the Civil Aeronautics 
Administratio? to concentrate on their 
responsibilities for carrying out air 
trafic safety. 

The problem of air traffic control 
has become an increasingly complex 
ene in recent years. Because of the 
upsurge in air travel, the CAA control 
system has had to process an ever- 
growing volume of flight data. Keep- 
ing tabs on air flights is therefore a 
job which can utilize the latest in elec- 
tronic equipment. For this reason, the 
650 RAMAC (Random Access Method 
of Accounting and Control) has been 
pressed into service. 


The machine is being used to com- 
pute and print flight progress data, 
estimate flight arrival times over check 
points, and determine airspace con- 
flicts in flight plans. 

In the CAA air traffic control sys- 
tem, the Indianapolis control area in- 
cludes most of Indiana and Ohio, as 
well as parts of Illinois, Kentucky, and 
West Virginia. The area is sub-divided 
into control sectors in each of which 
are several xadio fix check points that 
cre used as air navigational aids. The 
progress of flights passing through 
the area is shown by means of flight 
progress strips made for each radio 
fix that a plane will pass over in or near 
the area. Data on a plane’s general 
flight plan are fed into the electronic 
computer on punched cards, and the 
machine automatically prints flight 
progress strips showing the estimated 
times the plane will pass the radio 
fixes on its particular course. Although 
the number of times a plane will pass 


radio fixes on its flight will depend on 
its course, an average of four flight 
progress strips is produced for each 
flight plan. 


IMR develops cash accounting machine 

An intelligeat reading machine for 
cash accounting, and a common lan- 
guage that both the machine and hu- 
man beings can read, has been devel- 
oped by Intelligent Machines Research 
Corporation of Alexandria, Va. It is 
called “The Fye,” because it can read 
cashier stubs and punch cash application 
cards in cash accounting for utilities 
and other The machine 
turns out punched cards from typed 
stubs at the rate of 100 a minute. The 
common language, read by the ma- 
chine as well as by human operators, 
is called Selfuek. It is a type face for 
typing cash amounts in simple Arabic 
numerals, using special type wheels in 
the ordinary fashion of business ma- 
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Data processor at Indianapolis air control center checks progress of flights in area 
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A Scale and postage printer 
Combination automatic scale and _post- 
age “Post-O-Printer” is capable of 
handling up to 50 parcel post packages 
an hour, in a one-man operation. The 
electro-mechaaical unit weighs the 
parcel, computes mailing cost, and is- 
sues proper postage at the press of a 
button. Detecto Scales Inc., 540 Park 
Ave., Brooklyn 5, N. Y. (A-1) 


am 6 New 
Sem §=s for the office 


V Electronic calculator and card 
punch 

The 632 electronic typing calculator 
with card punch consists of an electric 
typewriter, a ten-key companion key- 
board, a magnetic core storage device 
within the computer units, a program 
reading device and card punch. The 
unit automatically does the arithmetic 


on business forms as they are typed 
and produces a punched card for fur- 
ther data processing, with information 
selected by the operator. International 
Business Machines Corp., 590 Madison 


Ave., New York 22,N. Y.  (A+2) 


Vv Charting kit 
Called “Graph-A-Plan,” kit contains all 
necessary supplies for basic charting in 


various fields, including assorted roles 
of tape, plangrids, tranparent materials 
suitable for diazo reproduction proc- 
esses and opaque materials used in 
photocopying processes. Labelon Tape 
Co., Inc., 450 Atlantic Ave., Rochester, 


N.Y. (A-3) 
V Book truck 
Compact, double-sided, steel book 


truck features six shelves which pro- 
vide 18 feet of shelving and slope in- 


ward to keep books in place during 
transport. Steel handle gives easy steer- 
ing to truck measuring 18 in. wide, 43 
in. high and 36 in long. Price is $65, 
F. O. B. Minneapolis. Smith System 
Mfg. Co., 212 Ontario St., S. E., Minne- 
apolis 14, Minn. (A-4) 


V Payroll tax computer 
Computer called “Calcu-tax” is device 
designed to cut weekly payroll prepara- 


tion time. It shows withholding tax 
and the new 2¥,°% Social Security de- 
ductions all on one line for wage brack- 
ets up to $250. Operation is by means 
of a plastic slide moved to the desired 
wage bracket. Replacements are avail- 
able as tax rates change. The price is 
$6.95. Calcu-Tax Corp., 49 W. 37th St., 
New York 18, N. Y. (A-5) 


V Efficienevy recorder 

Aluminum drum run by an electric 
motor automatically and graphically re- 
cords on a chart by an inkless method, 


ae 


the utilization of any office machine 
to which it is connected. It tells when 
machines were in use, when they were 
idle and how long the idle and pro- 
ductive periods were, for records of 
productivity of operators, machines or 
processes. Gorell & Gorell, Westwood, 
N. J. (A-6) 


For further information, use 
Readers’ Inquiry Coupon on 
page 90. 
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Vv Check Writer 

Of one-piece all-metal construction, 
this check writer can print with either 
single or double-character spacing. En- 
graved brass numbers imprint and 
perforate check amounts. The finish is 


an “executive green” baked enamel. 
Faymus Div., Bankers & Merchants 
Inc., 3229 N. Sheffield Ave., Chicago 
13, Jil. (B-1) 


Vv Catalog binder 


Binder known as the “Swing-Hinge” 


Ay 


facilitates removal and insertion of 
sheets with permanently attached 
transfer bar which swings sheets open 
or closed instantly and automatically 
realigns the telescoping posts. Station- 
ers Loose Leaf Co., 246 E. Chicago 
St., Milwaukee, Wis. (B-2) 


i 


A Electric collator 
Portable collator is fabricated of steel 
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with a silver hammeroid finish. The 
35 lb. machine will gather 20 sets of 
6 sheets per minute, from bins holding 
1% in. of 8% x 11 in. paper, including 
most tissue, onionskin, bond mimeo 
and '% in. cardboard. A single phase 
60 cycle, 110-120 volt AC motor per- 
mits operation in most locations. Price 
is $149.50. Thomas Collators Inc., Dept. 
M, 50 Church St., New York 7, N.Y. 

(B-3) 


V Pre-bursting decollator 

A new device designed to be used 
when all or part of a set of forms 
must be held intact prior to mechanical 
bursting can be attached to any of the 


firm’s bursting machines. This decol- 
lating unit allows for separating and 
bursting single parts of multi-copy 
forms in a single operation as well as 
the refolding of un-bursted material. 
Standard Register Co., Albany & 
Campbell Sts., Dayton 1, Ohio, (B-4) 


V Plastic photocopier 

New Uni-Matic Auto-Stat photocopier 
is housed in molded melamine while 
the processor tank and _ removable 
trough are of styrene acrylonitrile. The 


unit is lighter and cheaper than its 
steel counterpart, and has increased 
resistance to breakage in tanks. The 
machine, completely automatic in op- 
eration, retails for $423.40. American 
Photocopy Equipment Co., 2100 W. 
Dempster St., Evanston, Ill. (B-5) 


Vv Intercommunications system 
Called the “harmony” system, equip- 


ment includes a master station with an 


AM or AM-FM radio and provisions 
for attaching a record changer so that 
background music can be heard on all 
stations. It can also carry verbal mes- 
sages. Price ranges from $90 to 
$180. Continental Mfg., Inc., Omaha, 
Nebraska. (B-6) 


VY Rubber band desk tray 


The firm’s Executive “400” desk tray 


contains six of the basic sizes of rub- 
ber bands fo: desk use in different 
compartments. Bands themselves are 
tinted in different colors to denote 
sizes. Spencer Rubber Products Co., 
Manchester, Conn. (B-7) 


V Calculator 

Called “Plus-O-Matic,” key-driven ma- 
chine has an automatic multiplication 
lever called “Magic Multiplier.” Cal- 


culator also features upper “memory” 


register for automatic grand and net 
totals and direct automatic subtraction. 
Control Systems, Inc., 5 Beekman St., 
New York 18 N.Y. (B-8) 
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V Portable drawing board 
Molded of high impact polystyrene, 
this precision drawing board weighs 


if 


7, ounces, comes with two transpar- 
ent plastic triangles, and has two re- 
tractable metal straight edges. Four 
recessed spring-clips hold standard 8, 
by 11 in. paper. Price is $4.95. Leslie 
Creations, Lafayette Hull 4, Pa. 
(C-1) 
V Hand punch ~ 
New, lightweight hand punch of steel 
construction, adjusts with a touch of a 


finger for a variety of hole punching 
combinations and centers 11 x 84% in. 
binder sheers automatically. Mutual 
Products Co., Inc., Worcester, Mass. 


(C-2) 


A Ceiling tile 
Called “Cavity Tile,” the 2 x 2 ft. ceil- 
ing units make use of the cavity reso- 
nance principle. They can be repainted 
repeatedly without any loss of sound 
absorption efficiency. Easy to clean, the 
tile maintains a high level of uniform 
sound absorption. The Celotex Corp., 
120 S. LaSalle St., Chicago 3, Ill. 
(C-3) 
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Vv Tape reader and punch 

New auxiliary input-output system for 
the firm’s LGP-30 electronic computer, 
Model 342 is a combination high-speed 


punched paper tape reader and punch, 
capable of reading 200 characters per 
second and punching 20 characters per 
second. Switches on panel effect trans- 
fer of connections of the various input 
and output devices. Royal McBee 
Corp., Westchester Ave., Port Chester, 
N. Y. (C-4) 


V Adjustable holder 


Aluminum holder adjusts to a variety 


of positions to hold a number of office 
items such as books, typists’ copy and 
letters and is available in a gold or 
silver finish. The Holzall Co., 609 St. 
Joseph St., Rapid City, S.D. (C-5) 


A Pocket calculator 
New circular calculator is accurate 


down to fractions in the thousandtlis. 
The “Multor” consists of two metal 
discs and a transparent plastic sliding 
arm which performs all calculations 
instantly. The use of three separate 
colors on the discs is designed to pre- 
vent errors in reading. Retail price is 
$5.95. R/B Crafters, 1642 Fairmont 
Ave., Philadelphia 30, Pa. (C-6) 


Vv Adding machine 
Portable hand-operated Odhner Model 


H9S-5 is a 10-key machine with a nine 


figure total capacity. Engineered for 
silent operation, the machine has fin- 
ger-fitted keys, full-length zero key, 
and automatic ribbon reverse. The two- 
tone gray, 11 lb. model is priced at 
$129.50. Facit, Inc., 404 Fourth Ave., 
New York 16, N. Y. (C-7) 


V Radio paging system 
The firm’s miniature “Handie Talkie” 


pocket transmitter and pocket receiver 
comprise a two-way communications 
system for the man on foot. The re- 
ceiver picks up all signals on a system’s 
frequency from the 46-ounce trans- 
mitter. The transmitter measures 8 x 4 
x 14 in., the receiver 6 x 24 x 1% in. 
Motorola Inc., 4501 W. Augusta Bivd., 
Chicago 51, Ill. (C-8) 
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“We try to make retirement seem a desirable objective, so that people will look forward to it . . .” 


netes H. Richard McCamant, Director 
of Personnel for the U. S. General 
Service Administration. “In assisting 
hin in this important matter the 
agency has an obligation to counsel 
him on a variety of retirement prob- 
lems.” 

Among the first groups to become 
interested in retirement problems were 
the universities. At first they studied 
the problem from the more scholarly 
approach—through the field of geron- 
tology or the study of the aged. Most 
notable was the research work done by 
the Division of Gerontology at the 
University of Michigan. 

But gradually the universities began 
to offer their services as teachers and 
consultants in the solving of retirement 
problems. Already familiar with the 
problems of the aged, the educators 
were well-equipped to advise those ex- 
pecting to retire. 

More recently, the Industrial Rela- 
tions Center of the University of Chi- 
cago has exerted a great deal of influ- 
ence in this field through its training 
program, “Making the Most of Ma- 
turity.” The general philosophy behind 
the program is that an understanding 
of the process of aging and retirement 
helps to get rid of fear, and encourages 
constructive thinking and _ intelligent 
planning regarding any adjustments 
that may be required. 

Chicago offers a training course to 
those who will be pre-retirement coun- 
sellors themselves. The course is built 
around such topics as “Looking Ahead 
to Maturity”; “Nutrition‘and Health in 
the Later Years”; The Physical Side of 
Aging”; “Mental Health in Later 
Life”; Financial Planning for Retire- 
ment”; “The Meaning of Work and 
Retirement”; “Getting the Most Out 
of Leisure”; “Increasing Your Retire- 
ment Income”; “Family, Friends, and 
Living Arrangements in Later Life”; 
and “Where to Live When You Re- 
tire.” 

The prospective pre-retirement coun- 
sellors go back to their companies and 
set up sessions covering the areas 
studied in the course. Participation is 
the keynote of this type of program. 
Generally, from 15 to 20 retiring em- 
ployees attend these company sessions. 
No one minds going to group meetings 
to discuss his retirement problems since 
he knows there will be others attend- 
ing who are in the same boat as he is. 
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(From page 43) 
Whenever possible husbands and wives 
attend together. 

Uncle Sam has in recent years started 
several pre-retirement counselling pro- 
grams for Federal employees. Similar 
programs have been developed in the 
State Governments of New Jersey and 
New York. Quite recently Trenton, 
N. J., became one of the first cities to 
develop formal pre-retirement programs 
for city employees. 


Business interest rising 


Since the end of World War II, 


private enterprise has given much seri- , 


ous thought to the problems of the 
employee facing retirement. Many of 
the biggest firms in America have 
established programs to educate the em- 
ployee to retirement. The kind of 
setting for such pre-retirement coun- 
selling programs is very important. 
One official of Eastman Kodak says, 

we consider the climate in 
which retirement plans are discussed 
to be of utmost important. We try to 
set up the conditioning for retirement 
on the basis of its being a desirable 
objective, so that people will look 
forward to retirement rather than re- 
gret it.” 

Furthermore, employers feel that 
simply having a good pension plan is 
not enough. A spokesman of the Em- 
ployee Relations Department of the 
Standard Oil Company of New Jersey 
points out: “Standard Oil believes its 
liberal employee pension plans will be 
defeated if the individual alumnus is 
going to have an unhappy frustrated 
old age. There is a definite limit to 
corporate paternalism. Yet we feel that 
the company should help our people 
approach retirement aware of the ad- 
justment problems they may face. They 
may then plan for their retirement in 
advance.” 

McCormick & Company of Balti- 
more, spice manufacturer noted for its 
policy of “multiple management” in 
which employees participate in varying 
degrees in helping to manage the com- 
pany, begins its retirement program 
five years in advance of the day the 
employee retires. 

During an employee’s 59th age year, 
a personnel representative meets with 
the employee for the first time to dis- 
cuss retirement benefits. Again at age 
63 another discussion is held with the 
employee where retirement plans are 


“ 


more specifically formulated. At age 
64 another meeting is held at which a 
letter is turned over to the employee 
indicating exact date of retirement, 
benefits which will be received, and 
insurance provisions. 

Approximately four months prior to 
the employee’s retirement a meeting 
is held in which retirement benefits are 
again reviewed and all possible as- 
sistance is given in helping the em- 
ployee finalize his retirement plans. 

On the day of retirement, the em- 
ployee is invited to visit his friends 
throughout the building; he is per- 
mitted to take all day to do this if he 
desires, or he may leave the building 
whenever he wishes. An appointment 
is also made by the Human Relations 
Department for him to visit the com- 
pany president. 

Following retirement, informal con- 
tact is maintained through correspon- 
dence and visits so that such needed 
service as is practicable can be given. 
Retired employees are invited to visit 
the company whenever they can. When 
they do, lunch is offered to them in the 
cafeteria at company expense. 

Swift & Company polled its pen- 
sioners for suggestions to learn how it 
could help employees prepare for re- 
tirement. After analyzing the problems 
actually reported by the retirees, the 
company set up the following five-step 
program: 

Step 1. A letter at 20. A letter to 
each employee at the end of 20 years 
of service informing him of his status 
under the company’s retirement policies 
and encouraging him to start planning 
for the future. 

Step 2. A visit at 60. An interview 
when the employee reaches age 60 
(with his wife if desired). He is told 
the approximate amount he can expect 
from Social Security and pension and 
is told of the findings of the company 
poll so that he may understand the 
problems which other pensioners have 
met. 

Step 3. A talk at 64. Another inter- 
view at 64 (also with wife if desired). 
The session covers any problems he 
may wish to discuss. He is also given 
up-to-date figure on pension and Social 
Security. 

Step 4. Graduation. This step in 
the program deals with activities con- 
nected with actual retirement: writing 


(To page 62) 
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A Monthly Feature 


Tools of 


A SHORT time ago, one of the largest 
banks in the Metropolitan New York 
area installed in its offices a new filing 
of its account index. The new system, 
consisting of mechanized files, reduced 
the number of master index cards by 
425,000 cards, saved space by using 
3-x5-in. instead of 9/,-x114-in. 
cards, shortened the time of answering 
inquiries from minutes to seconds, and 
decreased the number of employees re- 
quired to handle this particular opera- 
tion by nine. 

Impressive? Yes. But perhaps the 
most important factor in this installa- 
tion was not the availability of new 


a aa 


* 
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the Office 


Filing and Insulated Storage Equipment; Office Safes 


filing equipment but the planning that 
went into the installation. 

There is a wide range of filing equip- 
ment and supplies on the market. 
Manufacturers are constantly redesign- 
ing and improving these products so 
that the greatest possible savings will 
be accrued to users. 

For example, change in construction 
design makes it possible for a 5-drawer 
cabinet to occupy the same space as 
an older 4-drawer model. Shelf-filing 
units, more compact than traditional 
cabinet-type Sies, are now offered with 
doors to eliminate dust and fire haz- 
ards, and various types of special in- 


A good example of the varied types of filing equipment available on today's 
market which can house almost any type of material is the Ray Myers Corp.’s 
units which include desk, file, storage and card reference cabinets. 


by Irene Lipschitz 


expensive wrappings are available to 
cover semi-active records stored in these 
units. Of course, there are also the 
mechanized and rotary units, more ex- 
pensive than ordinary filing equipment, 
which contribute greatly in speeding 
the work flow. 

But before full use can be made of 
the available equipment, an immense 
amount of work must be done in 
analyzing the different materials filed, 
the needed accessibility of the material, 
and the costs involved. This systems 
study is a necessity for determining the 
most efficient filing system for the par- 
ticular needs of any office. 


Two continuing trends to improve 
efficiency in the actual filing of records 
are: to make records storage more 
compact and te increase the speed of 
access to filed materials. 


As was mentioned, the redesign of 
conventional filing cabinets gives added 
drawer space. Some cabinets feature 
drawers with expanding fronts which 
can hold more records since working 
space for handling the material need 
not be left in the drawers. Cabinets 
with drawers which open fully are 
also space-saving because these drawers 
may be filled and yet have all material 
accessible for work use. 


Transfer cases, mainly used for stor- 
ing inactive records, are available with 
stacking features, so that their storing 
is more compact. Some of them are 
so similar to standard filing cabinets 
that they can be used for active records, 
at a relatively inexpensive cost. 

Growing in popularity because of its 
compactness is shelf filing. Many shelf 
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units are being specifically designed 
with filing in mind, equipped with 
adjustable sheives or with frames for 
hanging folders. Index guides are 
made with tabs at the side for easy 
reading ‘of material stored on these 
shelf units. 

Some file cabinets and shelving used 
for filing or transfer cases are mobile 
and ride on tracks. Rows of these 
tracks can be set up, eliminating aisle 
space, and records are reached by push- 
ing aside the row of filing units in 
front of the one desired. 

One approach to the problem of 
faster access to filed information is the 
use of visible types of filing. In these 
filing systems, one or more edges of 
the cards are visible, permitting fast 
locating and return of a record. Adap- 
tations of this system are the “vertical- 
visible” methods in which two or more 
margins are visible at once, with the 
cards resting side by side against 
dividers. Normal visible methods 
usually have the bottom margins of 
cards exposed. The cards rest in trays 
which may be housed in cabinets, on 
panels which may be mounted, or on 
desks or in loose leaf binders of several 
types. 

Another solution to faster access and 
filing time is the mechanized file 
and/or rotary files. Most mechanized 
files, whether manually or electrically 
operated, have a rotary mechanism for 
bringing the desired files to the opera- 
tor who is usually in a seated position. 
The rotation may be either on a ver- 
tical or horizontal axis. The cards 
themselves may be attached to a ring 
or other device or may ride unattached 
in trays which remain in a level posi- 
tion. 

Random filing is also beneficial in 
increasing the speed of information 
accessibility, but this has limited appli- 
cations. The principle of random filing 
is based upon the idea that if a record 
can be placed in a number of different 
locations and still be found easily, 
much of the hunting time can be elimi- 
nated. An example of random filing 
is certain filing systems which use 
printed forms designed so that from 
one to ten records may be filed in any 
order behind a visible guide. The time 
gained from not having to replace the 
record in exact sequence justifies the 
rapid perusal of an average of five card 
records behind a guide. Some me- 
chanized units use the random filing 
principle. 

While most filing equipment serves 
basically to store records in order, it 
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provides only a minimum of protection 
against fire and theft. More attention 
is being given to providing fire protec- 
tion at the point of use, as more com- 
panies are becoming aware of the fact 
that nearly half of the companies that 
lose their basic records in fires never 
resume operating. 

In addition to safes, a wide range of 
record storage equipment is being of- 
fered in insulated versions for the pro- 
tection of business. 

While insulated record storage equip- 
ment rarely provides the same degree 
of safety offered by a high grade safe, 
it will protect records which in many 
cases would ordinarily be completely 
destroyed in conventional types of 
equipment. 

Impartial organizations such as the 
Underwriters’ Laboratories, Inc., and 
the Safe Manufacturers National Asso- 
ciation measure the degree of fire pro- 
tection offered by equipment. Stand- 
ards have been set up and labels are 
provided certifying the equipment’s 
ability to withstand fire and theft. The 
labels usually show for what specified 
length of time the temperature at a 
specified point within the equipment 
will not exceed 350° F. 

A Class A Label shows resistance to 
a four-hour fire reaching 2,000° during 
which temperatures one inch from 
walls and door will not exceed 350°. 
It also indicates resistance to explosion 


Meilink Steel 
files at the Manufacturer’s Trust Co., 
Detroit, Mich., top, illustrate trend to- 
ward point-of-use protection. Picture 
directly above is Protectall Safes’ Chal- 
lenger model which features various 
internal compartments. 


Safe Co.'s 


insulated 


from sudden heating and to impact 
after dropping. 

The Class B Label indicates resist- 
ance to a two-hour fire reaching 1,850°, 
with temperatures one inch from walls 
or door not exceeding 350°. It also 
shows resistance to explosion from sud- 
den heating and to impact after drop- 
ping. 

The Class C Label shows a similar 
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resistance to one-hour fires reaching 
1,700°, together with resistance to both 
explosion from sudden heating and 
impact. 

The Class D Label which does not 
show protective qualities in buildings 
which may collapse as a result of fire, 
indicates resistance to a one-hour fire 
reaching 1,709°, with temperatures not 
exceeding 350° in the center of the 
compartment, together with resistance 
to explosion from sudden heating. 

The Class E Label indicates similar 
protection in half-hour fires reaching 
1,550°. 

Theft protection qualities of equip- 
ment bear no direct relation to the fire- 
resistant qualities of such equipment. 
“Tamper-resistant” doors are expected 
to provide resistance for a limited time. 
Relocking devices, according to the 
Underwriters’ Laboratories, “are in- 
tended to operate and relock the orig- 
inal‘ boltwork or to relock the door by 
the functioning of auxiliary bolts in the 
event of a burglarious attack upon the 
door.” Labels used on most office 
equipment, except those on the more 
expensive safes, generally give no 
promise of protection against explosives 


or oxy-fuel torches applied directly to 
the equipment. 

The following lists of the major 
types of filing and record protection 
equipment will give the reader some 
idea of the diversity of equipment now 
on the market to help solve the record 
retention problem. 


The Manufacturers 
Filing Cabinets 


Acorn Products Co., 4605 W. 21 St., 
Chicago 50. Firm has manufactured 
non-suspension cabinets with nylon 
rollers. Current details were not avail- 
able at press time. 

All-Steel Equipment Inc., Aurora, 
Ili. Three lines: The 5000 group with 
cradle suspension is made in letter, le- 
gal and various sizes in four standard 
finishes. It features Drop-In-Serts for 
adapting drawers to particular needs. 
The 7000 line is made in letter and 
legal sizes of the cradle suspension 
type. The 1400 group, non-suspen- 
sion, is in letter and legal size. 

Art Steel Co., Inc., 170 W. 233 St., 
New York 62. Firm has made Futura 
and Executive lines, letter and legal 
sizes, using cradle suspension. The 
2900 series with cradle suspension in- 
cludes models in letter, legal and spe- 
cial sizes; the 2600 series comes in a 
variety of sizes; and the 2700 group is 
of the non-suspension type. Current 
details were not available at press time. 

Atlas Stencil Files Corp., 16716 


meee ome nee ametpse 


Westfield Ave., Cleveland 10, Ohio. 
Firm makes Atlas line of Jumbo size 
files for stencils, offset plates, negatives, 
etc. Two-drawer models have pro- 
gressive ball bearing suspension. Price 
range: $193.70 to $290.00 equipped 
with hangers. 

Automatic File & Index Co., 549 W. 
Washington Blvd., Chicago 6. Firm 
has manufactured line of cabinets. Cur- 
rent details were not available at press 
time. 

The Bentson Mfg. Co., 652 N. High- 
land Ave., Aurora, Ill. Top Flite cab- 
inets have progressive ball bearing sus- 
pension, 2 to 5 drawers, letter and 
legal size, priced at $104.25. The 
Highlander 700 series has progressive 
ball bearing suspension, 2 to 5 drawers, 
letter and legal size, priced at $75.60. 

Brown-Morse Office Furniture Co., 
Muskegon, Mich. The Glider line of 
steel cabinets of letter and legal size 
contain from 2 to 5 drawers with pro- 
gressive ball bearing suspension. The 
5000 line of steel cabinets for letter-and 
legal-size papers has from 2 to 4 draw- 
ers with progressive ball bearing sus- 
pension. 

Challenger Steel Products Corp., 350 
Morgan Ave., Brooklyn 6, N. Y. Firm 
has made several lines of cabinets. Cur- 
rent details were not available at press 
time. 

Cole Steel Equipment Co., Inc., 415 
Madison Ave., New York 17. The Air- 
Flo, Executive, Imperial and Full Sus- 
pension lines of cabinets are of the 
progressive ball bearing suspension 
type, each available in letter and legal 
size with from 2 to 5 drawers. Price 
range: $36 to $137.75. 

Columbia Steel Equipment Co., Fort 


Pictured above are some of the current models of filing cabinets, all with ball-bearing suspension. Left, Globe- 


Wernicke Co.’s Let-R-Guard 4-drawer model; middle, Cole Steel Equipment Co.’s new Imperial model, and right, Metalstand 
Co.’s Goldencrest unit with automatic lock. 
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\Vashington, Pa. Firm has made cab- 
inets. Current details were not avail- 
able at press time. 

Corry-Jamestown Mfg. Corp., Corry, 
Pa. Firm has made the Steel Age line. 
Current. detaily were not available at 
press time. 

Durable Metal Products Co., 1709 
St. Marks Ave., Brooklyn 33, N. Y. 
Firm has made non-suspension cab- 
inets. Current details were not avail- 
able at press time. 

Fortress Steel Furniture Mfg. Co., 
15531 E. Arrow Highway, Baldwin 
Park, Cal. Firm manufactures a 
wide range of steel file cabinets with 
a variety of drawer inserts to ac- 
commodate different size papers. 

The General Fireproofing Co., 413 
Dennick Ave., Youngstown 1, Ohio. 
The firm’s SuperFiler cabinets have 
progressive ball bearing suspension, 2 
to 5 drawers, and are available in let- 
ter and legal sizes. 

The Globe-Wernicke Co., Norwood, 
Cincinnati 12, Ohio. Three lines in 
letter and legal sizes with progressive 
ball bearing suspension: Globe-Guard 
series, with concealed trigger latch fea- 
ture; Let-R-Guard and Duro-Guard 
series. 

The H-O-N Co., Third & Oak Sts., 
Muscatine, lowa. Firm manufactures 
lines of steel cabinets containing 2 
to 5 drawers of letter and legal size, 
some with full suspension, one line 
without. Price range of the lines: 
$34.95 to $103.95. 

Harrison Steel Desk & File Co., 4718 
W. Fifth Ave., Chicago 44. Firm has 
made cabinets with cradle suspension. 
Current details were not available at 
press time. 

Invincible Metal Furniture Co., 
Manitowoc, Wis. Firm’s 1000 line 
with progressive ball bearing cradle 
suspension comes in a variety of sizes, 
with from 2 to 5 drawers. The 1600 
line has progressive roller suspension 
in letter and legal sizes. Drawer in- 
serts are available. 

Jayem Sales Corp., 31 Coffey St., 
Brooklyn 31, N. Y. Firm has made 
non-suspension cabinets. Current de- 
tails on the firm’s line were not avail- 
able at press time. 

LeFebure Corp., 716 Oakland Rd., 
N. E., Cedar Rapids, lowa. Firm man- 
ufactures eqvipment to customer re- 
quirements. Drawers are mounted on 
ball glide suspensions and range in 
size from card drawers to large storage 
drawers in approximately 10 different 
lengths. 

Metalstand Co., 7520 State Rd., Phil- 
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adelphia 35, Pa. Firm manufactures 3 
lines of steel letter- and legal-sized cabi- 
nets with automatic locks. The Gold- 
encrest and Statesman Suspension ser- 
ies have progressive ball bearing full 
suspension, available with from 2 to 
5 drawers; the Statesman Non-Suspen- 
sion line is on the non-suspension type, 
available with from 2 to 4 drawers. 

Monarch Metal Products, Inc., New 
Windsor, N. Y. Company makes cab- 
inets and other equipment for use with 
tab cards. 

Ray Myers Corp., Endicott, N. Y. 
The Combination Pro-File line consists 
of various steel cabinets and component 
parts which can be arranged in units 
specified by the customer to accommo- 
date separately or in combination any 
type of filing materials. The cabinets 
have full suspension. Price range: $100 
to $450. 

Northwest Metal Products Co., 1337 
E. Mason St., Green Bay, Wis. Several 
lines, one of which features expanding 
front drawers. Cabinets are offered in 
wide variey of sizes, some with ball 
bearing cradle suspension, some with 
roller cradle suspension, some with 
non-suspension mounting. 

Peerless Steel Equipment Co., Un- 
ruh & Hasbrook Aves., Philadelphia 
11. Firm has made steel cabinets and 
tab card files. Current details were not 
available at press time. 


The Plan Hold Corp., 5204 Chak- 
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Variations of traditional file cabinets 
include, top left, Shaw-Walker Co.’s 
Fire File insulated unit with lock on 
each drawer; top right, Invincible 
Metal Furniture Co.’s cabinet with 
concealed safe unit, and _ directly 
above, Victor Safe and Equipment’s 
Fire Master insulated file. 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
Page 90. 
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Pictured above is Dolin Metal Prod- 
ucts, Inec.’s mobile storage system 
comprised of inactive file units. 


emco St., South Gate, Calif. The firm 
manufactures the Combo Cabinet to 
house its Vertiflex pocket file for neg- 
atives, plates, stencils, art-work, etc., 
which are suspended from aluminum 
hanger blades. 

Recordak Corp., subsidiary of East- 


man Kodak Co., 415 Madison Ave., 
New York 17. Firm manufactures 6- 
and 10-drawer Recordak Film File 
cabinets for microfilm. Cabinets are 
Below, Wheeldex & Simpla Products, 
Inc.’s mechanized rotary file has cards 


attached directly to wheel to permit 
posting without removal of cards. 


of steel with progressive side-arm ball 
bearing suspension. 

Remington Rand, Div. of Sperry- 
Rand Corp., 315 Fourth Ave., New 
York 10. Firm has made Aristocrat 
line, in variety of sizes, with cradle 
suspension; Kompakt line, in letter 
and legal sizes, with side-arm_ ball 
bearing suspension; and the Revere 
line, in letter and legal sizes with 
cradle roller bearing progressive sus- 
pension, Current details were not avail- 
able at press time. 

Republic Steel Corp., Berger Div., 
1038 Belden Ave., N. E., Canton 5, 
Oio. Firm manufactures the “A” 
Grade, “B” Grade and “C” Grade 
lines of steel cabinets in letter and legal 
sizes with progressive ball bearing sus- 
pension. Price range: $72 to $100. 

Security Steel Equipment Corp., 
Avenel, N. J. Crestline gooo and 7700 
series, with progressive suspension, 
come in wide range of sizes including 
tab card and microfilm. The 8700 
iine and New Economizer line, in let- 
ter and legal sizes also have progres- 
sive ball bearing suspension. Other 
current details were not available at 
press time. 

The Shaw-Walker Co., Muskegon, 
Mich. The firm offers the File-Master 
Five with automatic-expanding draw- 
ers which provide 424 pe- cent more 
space than ordinary 4-drawer files. 
Drawers roll on free-coasting slides. 
Models come in letter and legal sizes in 
4- and 5-drawer height. The company 
also makes a wide range of other mod- 
els including those for tabulating cards, 
checks, invoices, and X-rays. 

Standard Pressed Steel Co., Colum- 
bia-Hallowell Div., Jenkintown, Pa. 
The Columbia, Apex and Colonia 
lines, with ball bearing suspension, 
come in letter and legal sizes, with 
from 2 to 5 drawers. Frames for 
hanging folders are optional in lieu of 
follower blocks in some of the models. 
Price range: $61.25 to $107. 

Steelcase, Inc., 1491 Division Ave. S., 
Grand Rapids 2, Mich. Firm has 
manufactured several lines of steel cab- 
inets. Current details were not avail- 
able at press time. 

Systems Sales Co., P. O. Box 343, 
Binghamton, N. Y. Firm has made 
steel tab card cabinets. Current details 
were not available at press time. 

The Victor Safe & Equipment Co., 
Inc., Div. of Remington Rand, 315 
Fourth Ave., New York to. Bestline 
cabinets in wide range of sizes have 
progressive roller bearing suspension. 


Transfer cases used mainly for inac- 
tive records are used also for active 
files. Shown above, top, Record Files, 
Inc.'s steel shelf units for tab card 
boxes; middle, Diebold, Inc.’s Safe- 
T-Stak steel interlocking units, and 
bottom, Globe-Wernicke Co.’s letter- 
sized folding storage case with con- 
cealed metal frame. 


Midline cabinets in letter and legal 
sizes also have roller bearing progres- 
sive suspensions. Price range: $78.50 
to $267.75. 

Western M{g. Co., 536 N. Highland 
Ave., Aurora, Ill. Firm has made sev- 
eral lines of letter and legai sizes. Cur- 
rent details were not available at press 
time. 

The Wright Line, Inc., 160 Gold 
Star Blvd., Worcester 6, Mass. The 
firm manufactures the 30, 24 and 15 
lines of drawer reference files with 
ball-bearing suspension. The company 
also manufactures a line of tape stor- 
sge equipment. 

Yawman & Erbe Mfg. Co., 1099 Jay 
St., Rochester 3, N. Y. The firm has 
made the Executive gooo, the Empire 
2000, and the Commercial and Utility 
8000 and 34v0 lines. Current details 
were unavailable at press time. 
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Transfer Cases 


Acorn Products Co., 4605 W. 21 St., 
Chicago 50. Firm has manufactured 
fiberboard cases. Current details were 
not available at press time. 

Bankers Box Co., 2607 N. 25 Ave., 
Franklin Park, lil. The firm manu- 
factures the Liberty line of corru- 
gated fiberboard boxes and_ storage 
files in a variety of sizes, the R-Kive 
corrugated fiberboard files, the inter- 
locking Staxonsteel transfer files avail- 
able in 5 sizes and the Tandem stor- 
age files. Price range: $3.50 to $6.00 
each. 

Cole Steel Equipment Co., Inc., 415 
Madison Ave., New York 17. The 
firm manufactures steel transfer cases 
in letter, legal and check sizes, and the 
Pronto File line of steel reinforced 
fiberboard storage files in various sizes. 

Convoy, Inc., 3424 Navarre Rd., 
S. W., Canton 6, Ohio. Firm has man- 
ufactured fiberboard cases in wide 
range of sizes. Current details were 
not available at press time. 

Corry-Jamestown Mfg. Corp., Corry 
5, Pa. Firm has made Steel Age line 


Two examples of rotary filing equip- 
ment on the market are Diebold, Inc.’s 
Dial-A-File electric unit, and Zephyr 
American Corp.’s Rolodex desk-top 
unit. 
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ot transfer fies in various sizes. Cur- 
rent details were not available at press 
time. 

DeLuxe Metal Furniture Co., 
Struthers St. S.,, Warren, Pa. Steel cases 
come in letter, legal, check, card, tab 
card, and deposit ticket sizes. 

Diebold, Inc., 2011 Mulberry Rd., 
Canton 2, Ohio. The Safe-T-Stak line 
of steel storage files come in a wide 
1ange of sizes including microfilm con- 
tainers. Features include interlocking 
and stacking by use of tie links and 
skip-keys. 

Dolin Metal Products, Inc., 315 Lex- 
ington Ave., Brooklyn 16, N. Y. Three 
lines of steel units, some with ball bear- 
ing rollers, some with steel rollers, and 


some with nylon glides, are available 


in wide range of sizes. 

The General Fireproofing Co., 413 
Dennick Ave. Youngstown 1, Ohio. 
Steel transfer cases in letter and legal 
sizes have facilities for both vertical 
and horizontal interlocking, and draw- 
ers on rollers and nylon glides. 

The Globe-Wernicke Co., Norwood, 
Cincinnati 12, Ohio.. The firm manu- 
factures folding storage cases, drawer- 
style, of corrugated board on metal 
frame in letter and legal sizes, and 
card index heavy chipboard storage 
cases, drawer-style for cards of various 
sizes, with a concealed metal frame. 

Guide System & Supply Co., Inc., 
335 Canal St., New York 13. Transfile 
cases are available from the firm in 3 
lines: DeLuxe units, of corrugated 
board with steel reinforcement and 
with steel roller bearing drawer sus- 
pension; letter, legal and invoice sizes; 
interlocking and stacking facilities. 
Leader models, of corrugated board 
with steel fronts; interlocking and 
stacking facilities. The Regular line, 
of steel-reinforced corrugated board. 
Models are offered in a very wide 
range of sizes. 

Harrison Steel Desk & File Co., 4718 
W. Fifth Ave., Chicago 44. The firm 
has offered steel transfer cases in letter 
and legal sizes. Current details were 
not available at press time. 


Hedges Mfg. Co., 2931 Wentworth 
Ave., Chicago 16. The firm has offered 
a line of transfer cases and storage 
cases. Current details were not avail- 
able at press time. 

Herring-Hall-Marvin Safe Co., 1550 
Grand Blvd.. Hamilton, Ohio. The 
firm has manufactured the line of Rig- 
idStak cases in a variety of sizes. Cur- 
rent details were not available at press 
time. 


Three of the newest mechanized ro- 
tary files available are, top, Reming- 
ton Rand’s large-capacity Kard-Veyer 


unit; middle, Wright Line’s unit 
equipped with electronic safety beam, 
and bottom, LeFebure Corp.’s File- 
vator with adjustable aluminum spac- 
ers in trays. 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 90. 
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Four examples of open shelf filing 
units, popular because of space saving 
they offer, are, above right, Diebold, 
Ine.’s unit; middle, Globe-Wernicke 
Co.s double-faced unit; left, Visi- 
Shelf unit with doored-shelves for in- 
active records, and, directly above, Art 
Metal Construction Co.'s shelving. 


Kay-Wood Products, Inc., Drawer 
361, Bedford, Pa. Letter- and legal- 
size cases of hardwood frame con- 
struction with fiberboard panels which 
interlock vertically. 


The Mayfair Co., 315 N. Desplaines 


St., Chicago 6. The firm has offered 
steel cases in wide variety of sizes. 


Current details were not available at 
press time. 

Office Equipment Mfg. Co., Inc., 
2208 Summer St., Dallas. Current de- 
tails were not available on the firm’s 
line of Permafile storage boxes. 

The Paige Co., 114 E. 32 St., New 
York 16. The firm offers corrugated 
storage boxes which can be stored flat 
until used. 

Parker Steel Products, Inc., 54 N. 11 
St., Brooklyn 11, N. Y. The firm has 
made steel cases in letter and legal 
sizes. Current details were not avail- 
able at press time. 

Record Files, Inc., P. O. Box 581, 
Wooster, Ohio. Steel transfer cases in 
35 standard sizes which automatically 
interlock vertically. 

Remington Rand, Div. of Sperry- 
Rand Corp., 315 Fourth Ave., New 
York 10. Current details were not 
available on the firm’s 850 line of var- 
ious sized cases of reinforced steel with 
vertical and horizontal interlocks. 

Republic Steel Corp., Berger Div., 
1038 Belden Ave., N. E., Canton, 
Ohio. The firm manufactures line of 
steel transfer cases in letter, legal, led- 
ger, check and bill sizes. 

Strayer Coin Bag Co., Inc., New 
Brighton, Pa. Current details were not 
available on the firm’s line of steel and 
corrugated board units. ~ 


Supreme Steel Equipment Corp., 53 
St. & First Ave., Brooklyn, N. Y. The 
firm manufactures corrugated fiber- 
board storage cases for legal and letter 
size papers. 

Systems Sales Co., P. O. Box 343, 
Binghamton, N. Y. Current details 
were not available on firm’s line of tab 
card cases. 

Wilson Jones Co., 209 S. Jefferson 
St., Chicago 6. The firm offers a line 
of steel cases in legal and letter sizes 
which have cleats and hooks for stack- 
ing and rolle: extension slides. Price 
range: $54.75 to $102.72 list. 

Yawman & Erbe Mfg. Co., 1099 Jay 
St., Rochester 3, N. Y. Current details 
were not available on the firm’s line 
of steel and juteboard transfer cases. 


Rotary and Mechanized Files 

Acme Visible Record, Inc., Crozet, 
Va. Current details were not available 
on firm’s line of equipment including 
rotating units. 

Diebold, Inc., 2011 Mulberry Rd., 
Canton 2, Ohio. The SuperElevator 
accommodates any size form, has push- 
button electrical control, and can hold 
various capacities depending on card 
size. Forms ride free and are brought 
to the operator. The Dial-A-File is 
available with pushbutton or dial con- 

(To page 53) 
OFFICE MANAGEMENT 
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BARKLEY surrvies 


FOR OPEN SHELF FILING 


... are the result of wide experience in this field, tempered with 
continuous contemporary surveys to guarantee installations geared 
to today’s demand for maximum record-handling efficiency. Behind 
this modern approach is traditional Barkley quality in both crafts- 
manship and material. You will find no finer line of filing supplies. 


WRITE FOR CIRCULARS, PRICES, 
AND ADDITIONAL INFORMATION 


Cc. L. BARKLEY & COMPANY 


1220 W. Van Buren St. e Chicago 7, Illinois 
Dept. 0. M. 
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a FILE FOLDER for every purpose 


Over 200 different file folders to choose from — 
single top, double top and system folders of 
highest quality sulphite stock for strength 


and durability. 


ASK FoR BARKLEY 


and get the BEST 
: in Filing Supplies 


INDEX CARDS 


Of finest card stock. 300 line and 200 
line ruled and blank cards in a variety 
of colors. 3x5, 4x6 and 5x8 sizes. 


CARD GUIDES—INDEXED 


A complete selection of card guide 
sets of Bristol and Pressboard in all 
standard sizes. Includes sets of A-Z 
index with from 25 to 3000 div., 
Days, Months, and States. 


PRESSBOARD FILE FOLDERS 


Heavy pressboard file folders with strong 
expansion “W” shaped cloth gusset to hol 
great bulk of file matter. Self Tab, Metal 


or Barkley Tab. ~ 


TABULATOR 
CARD GUIDES 


A complete assortment of top 
quality Bristol and Pressboard 
Tabulator Card Guides for all 
applications. Blank guides fo 
vertical filing also carried. 


Gummed Folder Labels 


St L. Barkley & Co, l 
DY Le, lsaccroen it., Gaicago) 


{| ° 5, ALSEED TINE COMPAS = 


Perforated and typewriter spaced 
in pads of 500, your choice of 
colors. Colored labels or whit 
with colored border. 


VERTICAL FILE GUIDES 


Pressboard and Manila File Guides with 
25 to 3000 A-Z div., also Days, Months 
and States, All popular sizes. 


FILE FOLDER SETS 


High grade Leatherette for greater 
durability. A-Z set with 25 div., Days, 
and Months — each in a different color. 


REPORT FOLDERS 


Spanish Grain Leath- 
erette report folders 
with embossed border 
and panel available in 
8 colors. Universal fas- 
tener for 2 or 3 hole 
punching. 
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Tools of the Office 
(Continued) 


trol, operates electrically, and revolves 
free standing cards in either direction. 


Electrofile Div., Johnson Fare Box 


* Ay Co., 4619 Ravenswood Ave., Chicago 
4o. Current details are not available on 
the firm’s line of equipment that per- 


S mits random filing of cards, with cards 
located automatically at the touch of a 

vith — keyboard. 

1S: t ° ° 

ch, Mout The General Fireproofing Co., 413 


Dennick Ave., Youngstown 1, Ohio. 
The firm’s Ferris equipment, electric- 
ally and manually operated, has trays 
of cards pivoted on the wheel in crad- 
les, which rotate vertically in either 
direction. 

Herring-Hall-Marvin Safe Co., 1550 
Grand Blvd., Hamilton, Ohio. Current 
details on the firm’s line of Rotary 
Record Files, electrically operated, were 
not available at press time. 

LeFebure Corp., 716 Oakland Rd., 
N. E., Cedar Rapids, lowa. The File- 
vator is a console-type unit with banks 
of vertically arranged card drawers 
balanced so that one moves up as the 
other moves down. Desired drawers 


Labels are selected by pushbuttons, and draw- 
er is brought automatically in working 
position for operator. Card drawers 

Gicago 
accommodate removable card trays 
holding different card sizes. Features 

me _| include work shelf, adjustable work 
table and utility locker. 

The Mosler Safe Co., 320 Fifth Ave., 

‘iter spaced New York 1. Current details were not 

oe available at press time on the firm’s 


line of Revo-Files and Roto-Files. 
Remington Rand, Div. of Sperry- 
Rand Corp., 315 Fourth Ave., New 
York 10. The firm features an ex- 
tensive line of mechanized filing units. 
The Kard-Veyer is an electrically pow- 
ered unit, with cards riding unattached 
in removable trays resting on pan-type 
carriers; units rotate toward and away 
from operator under rocker bar or 
pushbutton control; various card sizes 
accommodateZ. Conve-Filer is a desk- 
type unit, Roto-Kark is an electrical 


& — wheel-type unit, and Robot-Kardex is 
‘ent color.| 2 mechanized version of Kardex visible 


files. Other current details were not 
available at press time. 

Wassell Organization, Inc., Box 390, 
Westport, Conn. Current details on 
the firm’s line of Rotor-Files were not 
available at press time. 

Watson Mfg. Co., Inc., 63 Taylor St., 
Jamestown, N. Y. The firm’s line of 


NOVEMBER 1958 


Rol-Dex Custom files consist of mul- 
tiple tiers of horizontal filing units, de- 
signed for each individual record sys- 
tem as to card quantity and form 
size. Records roll to clerk on ball 
bearings with a touch of a finger. Files 
are equipped with individual lift-out 
trays, rolling work shelves and other 
special accessories. Rol-Dex Standard 
Modular files come in three sizes. 
Cards are rolled to operators. Each of 
the units, the largest accommodating 
up to 100,000 records, is equipped with 
individual trays, rolling work shelf 
and roll curtain cover. Price range: 
$375 to $872. 

Wheeldex & Simpla Products, Inc., 
1000 N. Division St., Peekskill, N. Y. 
The firm manufactures a full line of 3 
basically different mechanized files for 
both manual and motorized operation 
including fully automatic push button 
selection. There are over 75 models 
in the Wheeldex line in which punch- 
ed cards are attached directly to the 
wheel which permits posting without 
removal of the cards. The Simplafind 
and Simplawheel lines contain over 
100 models in which records ride un- 
attached in trays that are brought to 
the operator by pressing a switch or 
button. 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 90. 


Insulated equipment which offers 
point-of-use protection comes in a 
variety of units. Pictured above 


are, top, LeFebure Corp.’s posting 
stations featuring special overhanging 
top; middle, Midwestern Mfg. Corp.’s 
insulated ledger file designed to be 
used with any accounting machine, 
and bottom, Bentson Mfg. Co.’s desk 
which features safe unit with com- 
bination lock. 
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Tools of the Office 


The Wright Line, Inc., 160 Gold 
Star Blvd., Worcester’6, Mass. The 
Wright line includes 4 work station 
styles. The 2 smaller Console models 
are also complete work stations. The 
larger models, 40 and 60, feature foot 
and hand controls, and an electronic 
beam safety device which stops file if 
a foreign object is in its path. 

Zephyr American Corp., 95 Morton 
St., New York 14. Rolodex desk-top 
units for various card sizes have capaci- 
ties up to 4,000 cards, which are at- 
tached to rings. Price range: $9.95 to 
$89.95. 


Visible Record Equipment 
Ace Looselzaf Corp., 27 Bleecker St., 
New York 12. Current details were 


not available on the firm’s line of vis- 
ible ring binders at press time. 

Acme Visible Records, Inc., Crozet, 
Va. Firm manufactures an extensive 
line of visible filing equipment. Cur- 
rent details were not available at press 
time. 

Art Metal Construction Co., James- 
town, N. Y. The firm makes Postindex 
Reference stands with visible index 
margins, with capacities ranging from 
125 to 250 pockets which are available 
in various sizes. 

Art Steel Co., Inc., 170 W. 233 St., 
New York 63. Line includes Vizidex 
Viz-able cabinet units, Spin-VizDex 
panel-type display system and Di- 
rectoire units for mounting. Current 
details were not available at press time. 

Automatic File & Index Co., 549 W. 


Roll Labels 


NO. 60—Easy Starting slit and accurate perforations assure 
quick, clean tear—reduces spoilage—eliminates retyping 
—saves time. Deeply scored for speedy, uniform folding. 
Heavily gummed for easier application. Available in white, 
blue, manila, green, cherry, canary, buff, salmon and gold- 
enrod. Free-Feeding typewriter carriage box of 250 labels, 


eaen the" xo ... 


Fanfold Labels 


NO. 50—SAME SUPERIOR QUALITY as EUREKA'S Roll 
Labels, but packed in Fan Fold box for typewriter use. Avail- 
able in white, blue, buff, canary, cherry, goldenrod, green 
and salmon. Box of 500 labels, each 1%" x3%," ...75¢ 


AT YOUR FAVORITE STATIONER 


ee og, EUREKA SPECIALTY PRINTING COMPANY 
GC Dept. 21- Scranton, Pa. 


Use Readers’ Inquiry Coupon on Page 90 


Washington Blvd., Chicago 6. Current 
details were not available on the firin’s 
line of Vandex units. 

Business Efficiency Aids, 8114 N. 
Lawndale Ave., Skokie, Ill. Line in- 
cludes MagneDex equipment of trays, 
tub desks, and portable stands. Current 
details were not available at press time. 

Cook’s Inc , 207 W. Lakeview Ave., 
Blackwood, N. ]. Current details were 
not available at press time on firm’s 
Vu-Dex visible binders. 

Currier Mfg. Co., 2448 W. Larpen- 
teur Ave., St. Paul, Minn. Visible Wall- 
Rack is made in three styles, a 10 
pocket model for letter size filed hori- 
zontally, a 10 pocket model for letter 
size filed vertically and a 10 pocket 
rack for delixery and shipping forms. 

Diebold, Inc., 2011 Mulberry Rd., 
Canton 2, Ohio. The firm manufactures 
the V-Line of trays for various size 
forms and Flexsite Binders with visible 
margins. 

Elbe File & Binder Co., Inc., 649 
Alden St., Fall River, Mass. The firm 
manufactures a line of loose-leaf ring 
visible binders. 

Evans Specialty Co., Inc., 1800 E. 
Grace St., Richmond, Va. The firm 
manufactures a visible card record 
which features an automatic place 
marker for the easy return of cards 
to the file. 

The General Fireproofing Co., 413 
Dennick Ave., Youngstown 1, Ohio. 
The Magne-Dex line of trays contain- 
ing magnets are used with cards con- 
taining a smali piece of steel. The cards 
are magnetized to repel each other 
causing a fanning-out action. 

The Globe-Wernicke Co., Norwood, 
Cincinnati 12. The firm’s Visible Rec- 
ords System and equipment includes 
steel cabinets and aluminum visible 
record books. 

The H-O-N Co., Third & Oak Sts., 
Muscatine, lowa. ‘The firm’s Shan- 
novue line includes cabinets with 
trays, various type stands with panels 
and books which house directly hang- 
ing cards of various sizes and pockets 
as well as single line listings. 

Master Products Mfg. Co., 3480 
E. 14 St., Los Angeles. Firm makes 
Master visible filing systems and 
multi-post sectional filing cabinets. 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 90. 
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The National Blank Book Co., 
Holyoke, Mass. The firm manufactures 
the Prongmaster and Ring Visible lines 
of visible binders and National Vertical 
Visible trays. 

Northfield Methods & Procedures, 
Inc., 933 S. Clinton Ave., Oak Park, 
Jil, Current details were not available 
at press time on firm’s binders or strip 
index system. 

The Recordplate Co., 16 E. Holly 
St., Pasadena 1, Calif. The firm manu- 
factures the Visi-Ref and Multo-O- 
Bound ring visible binders, indexes and 
sheets, including one for mechanically 
produced forms, and the Shorter strip 
sorters. 

Remington Rand, Div. of Sperry- 
Rand Corp., 315 Fourth Ave., New 
York 10. Current details were not 
available at press time on the Kardex 
tray-type equipment, the Kard-Up 
system, the Sched-U-Graph and the 
firm’s ring binders. 

The C. E. Sheppard Co., 44-01 21 St., 
Long Island City 1, N. Y The firm 
manufactures the Cesco line of visible 
record binders. The Vis-Dex binder 
features an “automatic shift,” the Mas- 
ter is designed for infrequent sheet 
rearrangement, and the Junior is a 
smaller capacity model of the Master 
design. 

Stationers Loose Leaf Co., 246 E. 
Chicago St., Milwaukee 1. Current 
details on the firm’s line of Faultless 
binders were not available at press 
time. 

Todd-Hadley Div., Burroughs Corp., 
6071 Second Ave., Detroit 32. Current 
details on the firm’s vertical-visible type 
cabinets were not available at press 
time. 

Victor Safe and Equipment Co., Inc., 
Div. of Remington Rand, 315 Fourth 
Ave., New York 10. Victor Visible 
line consists of cabinets for card trays. 
Units can be stacked to make larger 
sections. 

Visirecord, Inc., Copiague, L. I., 
N. Y. The firm has equipment of the 
vertical-visible type. Current details 
were not available at press time. 

Vue-Fax Corp., 655 Main St., West- 
bury, N. Y. Current details were not 
available on the firm’s line of vertical- 
visible type equipment at press time. 

Wassell Organization, Inc., Box 390, 
Westport, Conn. Current details were 
not available at press time on the firm’s 
line of Sign-Na-Lok cabinets, Spring- 
Dex filing systems, and Self-Guide 
system for tab cards. 

Wilson Jones Co., 
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209 S. Jefferson 


St., Chicago 6. The firm manufactures 
the Shif-Dex line of loose-leaf binders 
which are equipped with automatic 
shift. 

Yawman & Erbe Mfg. Co., 1099 
Jay St., Rochester 3, N. Y. Current de- 
tails were not available at press time 
on the firm’s line of steel cabinets of 
the card tray type. 


Shelf Filing Equipment 


Art Metal Construction Co., ]ames- 
town, N. Y. The firm’s open shelf filing 
models are available in single or double 


faced units, with adjustable shelves. 

Borroughs Mjfg. Co., 3002 N. Bur- 
dick, Kalamazoo, Mich, Current details 
were not available at press time on the 
firm’s open shelf units. 

Cel-U-Dex Corp., P. O. Box 1127, 
Newburgh, N. Y. Shel-file units, for 
holding file holders, are designed to be 
installed on standard shelving to adapt 
them for file purposes. Price: $8 to $14 
per unit. 

DeLuxe Metal Furniture Co., 243 
Struthers St., Warren, Pa. Verti-File 
units are of the cabinet type, available 
with or without doors which can be 


One Conserv-a-File 
— oo unit provides 
more “yb than two con- 

aolleaal rawer filing cabinets 


FLOOR 
SPACE! 


onserv-a-File’ 


by SUPREME 


a poors ' 
EXCLUSIVE, PATENT PENDING | 
. cont LOCK = 

‘ con rolling _ 


FOR THE ULTIMATE IN 
DESIGN * FUNCTION * ECONOMY 


Conserv-a-File, 

the new scientifica 

designed OPEN SHE F + 
saves you money on rent, 

and provides easier filing. ‘Seat Stall all, 


costs less than conventional files! 


Ask your dealer or write 
for complete, 16 page color 


SUPREME Stee! Equipment Corp. 


Conserv-a-File catalogue! 


53rd Street and First Avenue, Brooklyn 32, New York * 
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Tools of the Office 


‘ocked, and with 5, 7, or 8 openings. 
Price: From $66. 

Diebold Inc., ‘2011 Mulberry Rd., 
Canton 2, Ohio. Open shelf steel mod- 
ular units can be stacked and are avail- 
able with or without doors. 

Dolin Metal Products, Inc., 315 Lex- 
ington Ave., Brooklyn 16, N. Y. The 
firm’s open shelf filing units are avail- 
able with one or two shelf units. They 
can be interlocked for larger units as 
needed. 

Equipto, Div. of Aurora Equipment 
Co., Aurora, Ill. The firm has made 
open shelf filing units. Current details 
were not available at press time. 

Estey Corp., 350 Broadway, New 


York 13. Oven shelf filing units for 
letter and legal size documents come 
in three standzrd heights with a sliding 
reference shelf. 


The General Fireproofing Co., 413 
Dennick Ave., Youngstown 1, Ohio. 
Units feature slotted columns and can- 
opy tops to catch dust. 


The Globe-Wernicke Co., Norwood, 
Cincinnati 12. Space-Guard open shelf 
filing equipment has adjustable shelves 
and is available in single- or double- 
face compartments. The firm also man- 
ufactures a complete line of accessories 
and open shelf filing supplies. 

Jasin Mfg. Co., U. S. 31 at Michigan 
Ave., South Haven, Mich. Current de- 
tails were not available at press time 
on firm’s line of steel shelf cases. 


You can fill all your 


multiple mailing needs with 


| 


SHEETS 


The standard addressing label 
— for typing or Le ceconers pages 
pin- Ber orated labels (2'%. x 
")on 8% x 11” sheet. No lint; 
no pods. Type 33 labels with 
one insertion. White, blue, buff, 
salmon, canary, cherry, green. 
In 25 sheet or ream packages. 


For follow-up mailings, use 
Dennison Carbon Set Labels — 
4 sheets of couponed label 
paper collated with 3 sheets of 
one-time carbon. Quick, clean, 
easy. Labels stay lined up until 
snapped apart. 33 labels (21%. 
x 1% >") on a sheet. White only. 


CoP eee eee reese ereseee 


Dennison quality labels plus | 
special Dennison gumming 


Labels from Your Stationer. 
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4:PART SNAP-APART CARBON SETS 


Dennison Addressing Labels come in 
continuous rolls of 1000 couponed 
labels, 3 x 1” or 3x 1%", in a dispensing 
box. Accurate spacing allows labels to be 

ed with a minimum of adjustment. 
ite only. 


Dewnioow ~ 


Wh 


insure satisfaction. i 
Order Dennison Addressing | 


the Dennison Line 
of Addressing Labels : 


ROLLS 
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Lit-Ning Products Co., 3907 Du- 
quesne Ave., Culver City, Calif. Cur- 
rent details were not available on firm’s 
shelving units. 

Lyon Metal Products, Inc., Aurora, 
Ill, Firm makes extensive line of 
steel shelving used in open shelf 
filing. 

Momar Industries, 4323 W. 32 St. 
Chicago 23, Ill. The firm makes the 
Glider line of specification shelves. 

Ramsey Co., 106 S. Seventh St., 
Philadelphia 6. Firm has made Tract- 
A-Files. Current details were not avail- 
able at press time. 

Remington Rand, Div. of Sperry- 
Rand Corp., 315 Fourth Ave., New 
York to. Firm has made shelving units 
which can be used for shelf filing. 
Current details were not available at 
press time. 

Royal Metal Mfg. Co., 175 N. Mich- 
igan Ave., Chicago 1. Firm has made 
Vert-File line of steel shelving equip- 
ment. Current details were not avail- 
able at press time. 

Supreme Steel Equipment Corp., 53 
St. and First Ave., Brooklyn 23, N. Y. 
Current information on firm’s Conserv- 
a-File units was not available at press 
time. 

Tab Products Co., 995 Market St., 
San Francisco 3. The firm’s Space- 
Finder line includes cabinets with 2 
to 8 compartments for letter and legal 
size material; 5 compartment units 
for large documents, and 4 compart- 
ment units for X-ray films. Some are 
equipped with retraccable doors. 

Visi-Shelf File Inc., 225 Broadway, 
New York 7. The firm makes shelf 
file units with or without doors. A 
stock unit for X-Ray negatives, art 
work, etc., is also available. 

Yawman & Erbe Mfg. Co., 1099 Jay 
St., Rochester 3, N. Y. Firm makes 
Pro-File cabinets. Current details were 
not available at press time. 

York Safe & Lock Co., Canton, 
Ohio. Firm makes steel shelving. 


Miscellaneous and Special 
Filing Equipment 
Amberg Fie & Index Co., 1627 E. 
Duane Blvd.. Kankakee, Ili. The Am- 
file Check Case is desk-top model de- 


Readers wishing further infor- 
mation from manufacturers. of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 90. 
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sigaed to hold cancelled checks. Price: 
$1.95. 

{rt Steel Co., Inc., 170 W. 233 St., 
New York 63. Current details were 
not available at press time on the firm’s 
blueprint files. 

Atlantic Microfilm Corp., 28 Railroad 
Ave., Pearl River, N. Y. Current in- 
formation was not available at press 
time on firm’s microfilm files. 

Atlas Stencil Files Corp., 16716 
Westfield Ave., Cleveland 10. Firm 
offers tub tyre files for stencils, offset 
pletes, negatives, etc., with specialized 
hangers and indexing, and cabinets for 
standard and large plates and stencils. 
Price: $27 to $105.50 with hangers. 

Browne-Morse Office Furniture Co., 
Muskegon, Mich. Firm offers line of 
microfilm cabinets and a dictating ma- 
chine file unit. 

Cel-U-Dex Corp.,-P. O. Box 1127, 
Newburgh, N. Y. Firm manufactures 
Div-I-Dex steel file drawer dividers 
which separate drawer into six com- 
partments. Price: $5 to $8 per set of 
six units. 

Columbia Steel Equipment Co., 
Fort Washington, Pa, Current informa- 
tion on firm’s index files was not avail- 
able at press time. 

Corry-Jamestown Mfg. Corp., Corry 
5, Pa. Current details on the firm’s 
microfilm cabinets and plan and map 
files were not available at press time. 

Currier Mfg. Co., 2448 W. Larpen- 
teur Ave., St. Paul 13, Minn. Firm 
manufactures drawer separators. 

A. B. Dick Co., 5700 W. Touhy 
Ave., Chicago 31. Current details were 
not available on firm’s stencil filing 
equipment. 

Dolin Metal Products, Inc., 315 Lex- 
ington Ave., Brooklyn 16, N. Y. The 
company’s Tab-Stor equipment consists 
of shelf units housing tab card boxes. 

Dresser Products, Inc., P. O. Box 
2035, Providence 5, R. I. Firm makes 
a desk-top, three-tiered rotary file for 
tapes. Other information on firm’s 
products was not available at press 
time. 

Durable Metal Products Co., 1709 
St. Marks Ave., Brooklyn 33, N. Y. 
Company has made roller files. Current 
details were not available at press time. 

Elbe File & Binder Co., Inc., 649 
Alden St., Fall River, Mass. Firm man- 
ufactures a complete line of binder 
filing devices. 

The Federal Equipment Co., P. O. 
Box 446, Carlisle, Pa. Current informa- 
tion was not available on the firm’s 
line of filing cases. 


NOVEMBER 1958 


eae ie ———— 


Visible filing equipment aids in easy location of records. 
Globe-Wernicke Co.’s visible record cabinet, and right, Evans Specialty Co. Inc.’s 


eard record file. 


Ferris Business Equipment, Inc., 45 


Seymour St., Stratford, Conn. Firm has , 


manufactured tub files for cards. Cur- 


Shown par are left, 


rent details were not available at press 
time. 


The General roepereng Co., 413 


indexing by WABASH e 


LEFT: Files in metal cabinets and cardboard boxes. No more 


room. BELOW: Shelf Filing increases capacity 71% in the 
same space. Increases efficiency, adds neatness. 


Shelf file 


indexing systems 


make record keeping fast and accurate 


When space is at a premium and you want to find records quickly, Shelf 
Filing by Wabash is the answer. You not only can get much more filing 
space in the same floor area, but neatness can be considerably improved. 
And fewer clerks need far less time to locate, withdraw and refile records. 


Shelf File Indexing by Wabash is saving companies thousands of dollars 
yearly. It will pay you to get complete details. See your Wabash or Art 


Metal dealer or write us today. 


Ask for valuable file analysis 
Your Wabash man can provide a detailed indexing analysis to- 
posal. You can see just how much you 


gether with a complete pr 
could save. Call him soon! 


WABASH FILING SUPPLIES, INC. 
386 South Wabash Street * Wabash, Indiana 
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Dennick Ave, Youngstown 1, Ohio. 
The firm makes the SuperCarder, card- 
see ' Vibe Oh ; - — record desks. 

ae isible filing equipment is available . 

in many forms. Some shown above Guide System & Supply Co., Inc., 
are right, National Blank Book Co.’s 335 Canal St., New Yor k. The firm 
Vertical Visible tray locked on stand; makes the Guide-O-File units, with 
sliding tops, with or without stand, 


above, C. E. Shepard Co.’s Cesco 
Master visible binder equipped with for handling folders, and Guide-O- 


Hp, 
Aye 


automatic shift, and Art Metal Con- z : ‘ 
struction Co.’s Postindex Reference Tray desk drawer units for hanging 
stand with visible index margins. folders. 
. 


New Reinforcement with 
Du Pont Mylar 


Stronger il thinner, too! There’s no ““pull- Du Pon: manufactures the base material *“*Mylar”’ 


° —not finished reinforced sheets. ***Mylar” is 
out”’ problem at ring holes when you Du Pont’s registered trademark for its polyester film. 


of new stationery items now being made of 
““Mylar’’. Specify ‘Mylar’? when order- 
ing stationery items from your supplier. 
For demonstration sheet, write: The 
Du Pont Co., Room VI, Film Depart- 
ment, Wilmington 98, Delaware. 


5s 


DU PONT 


iss, use sheets reinforced with extra-tough 
oe Du Pont ‘“‘Mylar’’* polyester film. Thinness 
4 | of ““Mylar’’ means ease of machine repro- 
a ducticn . . . more sheets in a binder. ——— 
a e Cut replacement costs with the dozens Better Things for Better living. . .through Chemistry 
— Pe 


MYLAR 


POLYESTER FILM 
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Tools of the Office 


The Hahn Co., Box 64532, Los An- 
geles 64. The firm manufactures the 
Aluminum Card Caddy for 3” x 5” 
card records. Other information on 
company’s products was not available 
at press time. 

Hamilton Mfg. Co., Two Rivers, 
Wis. The firm makes wood and steel 
units for drafting equipment. Current 
details were not available at press time. 

The Hamilton-Skotch Corp., Ham- 
ilton, Ohio. The firm manufactures 
the Porta Check Steel file which holds 
more than 15,000 cancelled checks. 
Other information on the company’s 
products was not available at press 
time. 

Jayem Sales Corp., 31 Coffey St., 
Brooklyn 31, N. Y. Current informa- 
tion was not available on the firm’s line 
of personal files and cabinets. 

Lit-Ning Products Co., 3907 Du- 
quesne Ave., Culver City, Calif. Cur- 
rent information was not available at 
press time on firm’s units for use with 
hanging folders. 


Momar Industries, 4323 W. 32 St., 
Chicago 23. The firm manufactures the 
Glider line of blueprint racks of the 
vertical-filing type and a cabinet model 
which has a cylinder lock. Price range: 
$54 to $195. 

Monarch Metal Products, Inc., New 
Windsor, N. Y. The firm makes tub 
files, cabinets, and other equipment for 
use with tab cards, and equipment for 
storing magnetic tapes used with elec- 
tronic computers. 

Oxford Filing Supply Co., Inc., Clin- 
ton Rd., Garden City, N. Y. The 
firm manufactures the Pendaflex line 
of rolling steel files for hanging fold- 
ers. Some of the units are portable; 
others are for desk drawers; and 
others are self-contained units. The 
firm also makes miscellaneous filing 
accessories. 


Record Files, Inc., P. O. Box 581, 
Wooster, Ohio. Firm manufactures 
storage files for X-rays and tape reels. 

Royal McBee Corp., Westchester 
Ave., Port Chester, N. Y. The firm 
manufactures an extensive line of 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 90. 
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Tools of the Office 


equipment to house records used with 
its Keysort, equipment. 

The Shaw-Walker Co., Muskegon, 
Mich. The firm offers the Super Ideal 
Filing System, a semi-custom system 
consisting of guides, folders and labels. 

Stacor Equipment Co., 768 E. New 
York Ave., Brooklyn 3, N. Y. Current 
details were not available at press time 
on the firm’s Stakmaster blueprint files 
and Planmasier steel cabinets for large 
flat material. 

Standard Pressed Steel Co., Colum- 
bia-Hallowell Div., Jenkintown, Pa. 
The firm offers the Columbia and 
Apex lines of tab card files with re- 
movable trays. Price: $384 and $240. 

Steel-Parts Mfg. Corp., 4630 W. Har- 
rison St., Chicago 44. Current details 
were not available at press time on 
firm’s portable units. 

Systems Sales Co., P. O. Box 343, 
Binghamton, N. Y. Firm has offered 
line of tab card equipment. Current 
information was not available at press 
time. 

Top Flight Products Co., Inc., 6224 
S. Oakley Ave., Chicago 36. Current 
details were not available at press time 
on single-drawer hanging files made 
by the firm. 

Wheeldex & Simpla Products, Inc., 
1000 N. Division St., Peekskill, N. Y. 
Firm’s new Flipdex card index file 
holds 300 2- x 3-in. cards, combining 
the features of wheel and tray models. 
Cards can be read “hands-free.” Price: 
$6.95. 

Yawman & Erbe Mfg. Co., 1099 
Jay St., Rochester 3, N. Y. Current in- 
formation on firm’s microfilm cabinets 
was not available at press time. 


Office Safes and Insulated 
Record Protection Equipment 


Acorn Products Co., 4605 W. 21 St., 
Chicago 50. Current information was 
not available at press time on firm’s 
letter insulated file. 

R. C. Allen Business Machines, Inc., 
678 Front Ave., N. W., Grand Rapids 
4, Mich. Firm has made Guardsmen 
insulated filing cabinets and safes. Cur- 
rent details were not available at press 
time. 

Art Steel Co., Inc., 170 W. 233 St., 
New York 63. Current information 
was not available at press time on firm’s 
Steelmaster go0o series. 

Bentson Mjy. Co., Aurora, Ill. Firm 
offers Guardex desk and _ telephone 
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cabinet safes with combination lock 
and Class C label for folders, letters 
and legal size material. 

John D. Brush & Co., 545 West 
Ave., Rochester 11, N. Y. The firm’s 
line of Sentry insulated safes have 
Class “C” and “D” 1-hour labels with 
a built-in combination lock. The 
largest model has a 6600 cu. in. ca- 
pacity. Price range of models which 
include cabinet feature: $29.95 to 
$219.95. 

Cole Steel Equipment Co., Inc., 415 
Madison Ave., New York 17. Firm 


m 


* Most safes offer a large variety of 


internal arrangements to accommo- 
date a wide range of different rec- 
ords. Pictures shown above are cour- 
tesy of, left, Victor Safe & Equipment 
Co., Ine., and, right, Meilink Steel 
Safe Co. 


offers insulated safes including wall 
models and file vaults with manutfac- 
turer’s fire label. Price range: $19.95 
to $136. 

Diebold, Inc., 2011 Mulberry Rd., 
Canton 2, Ohio. The firm offers 1, 2 


; a 
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AVAILABLE! 


PE or 


Rip-Proof Sheets and Indexes 
Reinforced with Mylar* 


Ask for AICO Rip-Proof Sheets and Indexes — 
they’re reinforced with MYLAR*! Stronger 
than other reinforcing, less bulky . . . and costs 


less! 


AICO Sheets have 1/1000” thin reinforced edges 
—they stack evenly for trouble-free automatic 
feeding on all stencil, gelatin, spirit and offset 
duplicating and printing equipment. In bond, 
mimeo and duplicator finishes or special paper 


to meet your needs. 


AICO Indexes in all stock sizes or made to order. 
In a wide variety of index tabs and colors. 
or write the 
G. J. Aigner Company, 426 S. Clinton Street, 


Available at your stationer .. . 


Chicago 7, Illinois. 


AICO Rip-Proof reinforced sheets and indexes 
manufactured by G. J. Aigner Company. * Mylar 


is DuPont's registered trademark for its polyester 


film. 


leading manufacturer of Indexes since 1909 
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Royal McBee Corp.’s Keysort “Pull- 
Card” File is part of the firm’s rec- 
ord housing equipment for Keysort 
users. 


Tools of the Office 


and 4 hour safes with U.L. and 
S.M.N.A. labels and T-20 U. L. labels 
for’ its burglary protection features. 
Dolin Metal Products, Inc., 315 Lex- 
ington Ave., Brooklyn 16, N. Y. The 
firm manufactures Vault Files which 
are single-drawer files, and HoldSafes 
which have the equivalent of a Class 
C label. Price range: $23.75 to $27.95. 


Desk-top rotary file for tape storage 
is new misce'laneous filing product 
of Dresser Products Inc. 


Gary Safe Co., 1020 Crocker St., Los 
Angeles 21. Current information on 
firm’s floor safes and money chests was 
not available at press time. 

The General Fireproofing Co., 413 
Dennick Ave., Youngstown 1, Ohio. 
The firm makes Fireproofer insulated 
files with U. L. Class C and D labels 
with paracentric or combination locks. 

The Globe-Wernicke Co., Norwood, 
Cincinnati 12. Fire-Guard insulated 
files are offered with U. L. Class C 
labels and a variety of locking arrange- 
ments. 


Herring-Hall-Marvin Safe Co., 1550 


HOUNDS 


Chasing the letter, invoice or other paper you want is neither 
efficient nor profitable—and totally unnecessary if you file by the 
ACCO method. Let your Stationer brief you on Accobind Folders, 
Accopress Binders and the Acco System for keeping papers in 
order and safe. 


“ACCO BOUND PAPERS ARE SAFE PAPERS” 


j 
ACCO PRODUCTS 
Division of NATSER Corporation 
i Ogdensburg e New York 
‘4 ‘In Nga Acco Canadian Co., Ltd., Toronto 


DN DN tine 


sae | 
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Currier Mfg. Co.'s stationery and en- 
velope separator for desk drawers ac- 
commodates various sized sheets. 


Grand Blvd., Hamilton, Ohio. Current 
information on the DeLuxe line was 
not available at press time. 

In-A-Floor Safe Co., 1416 S. Los 
Angeles St., Los Angeles 15. Current 
details were not available at press time 
on company’s safes. 

Invincible Metal Furniture Co., 
Manitowoc, Wis. Firm makes the CS 
concealed safe unit to be placed in cab- 
inet space. 

Kwikset Sales & Service Co., Ana- 
heim, Cal. Current details on firm’s 
small wall safes were not available at 
press time. 

LeFebure Corp., 716 Oakland Rd., 
N. E., Cedar Rapids, lowa. A portion 
of the extensive LeFebure line of 
“point-of-use” record storage equipment 
is insulated and carries a manufac- 
turer’s label or the U.L. Class D label. 

Meilink Steel Safe Co., 1672 Oak- 
wood Ave., Toledo 6, Ohio. Meilink 
line safes with U. L. Class A, B and 
C labels, U. L. T-20 and Relocking 
Device labels, have combination locks, 
and contain all types of interior equip- 
ment. Price range: $74.25 to $1504. 
Hercules insulated files carrying Class 
C and D U. L. labels have key or 
combination ‘ccks and cross file trays, 
document inserts and center divider 
inserts. Price range: $146.50 to $346.50. 
Hercules insulated ledger files have 
Class C U. L. label, key or combina- 
tion lock and ledger posting trays. 
Price range: $178.25 to $328. 

Midwestern Mfg. Corp., 419-20 
Lemcke Bldg., Indianapolis 4, Ind. 
Firm offers all types of office safes and 
insulated files with U. L. Class A, B 
or C labels, Certified one-hour label, 
Relocking Device label, and T-20 label. 
Combination or key locks are available 
as are a variety of internal arrange- 
ments. 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 90. 


OFFICE MANAGEMENT 


WOES ~ OREO praia ta a id TAG Beer ie - ee .— > ee. Tee: cee 
4 
de - 4 -— "> coe x) ww SFA . ‘el is alae wae ae Z . : 
“A ; ; CO | i ae , 
- q a ie a 4 cil ii aA ae esse ~ 1 a a: j g é 
Ba 1 oe i.” 4 Pay 
iy : | ant i 4 
os | ——" = N : 
i —= . ; 
. 3 Td | ne x, 1 ie : if | 
—aan “4 “el j a. en re? 
ae : | — — a 
Ss i | | a 
* a 
% | eS 
.—l OZ 
a a 
; | 
call i | 
ca + 
ho ee 
je bs a, | 
get 
ie Fi SR aes 
at 
> : + ar - ner — meen = CVE ee meena a _ 
Be eae FILING NEEDN'T BE A GAME OF... 
. Ry 3 . eas 
ia lag sins, | 
| Mane | Set ; 
= t : —. ‘, Seth, 
ee [ Os ll “Sa VF se ae re | 
1 | wh CF fae ee is | | 
. ae pret Bae ts | 
hee - ok Se 3 HARE — 
oe f | : “re — ' | 
— | AND | 
ee § — | 
oe ‘ 
a 5: aia ita 
2 
Ya a | 
2 | ea 
7 fy : sche an . 4 
> f ree ‘s as beth 2 - ves a 
ie Si 
e er. Ps — : ae ; € eee ea i ei —- aan = ae as 
|, oy eee Tee a a - | > aie a) fj a alge 


J 


nd en- 
ers ac- 
ets. 


oJ 
/urrent 
1€ Was 


S. Los 
Surrent 
ss time 


Co., 
he CS 
in cab- 


, Ana- 
firm’s 
ible at 


d Rd., 
ortion 
ne of 
pment 
nufac- 
label. 
Oak- 
feilink 
B and 
ocking 
locks, 
equip- 
$1504. 
Class 
ey or 
trays, 
ivider 
46.50. 
have 
nbina- 
trays. 


119-20 

Ind. 
's and 
A, B 
label, 
label. 
ilable 
ange- 


Amberg File and Index Co.’s case for 
eancelled checks comes equipped 
with labels for monthly or alphabet- 
ical filing. 


Might-T-Safe Mfg. Co., 5829 W. 
Adams Blvd., Culver City, Calif. Cur- 
rent information on firm’s money 
chests and safes was not available at 
press time. 

The Mosler Safe Co., 320 Fifth Ave., 
New York 1. Office safes with ULL. 
Class A, B, and C Labels, T-20 and 
Relocking Device Labels, combination 
Counter-Spy locks, wide variety of in- 
ternal arrangements. Safes now avail- 
able in variety of colors. Money safes 
in wide range of sizes and designs, in- 
cluding some in color. Wall safes. Dual 
control money safes for concrete block 
installation. 

Norfield Methods & Procedures, Inc., 
933 S. Clinton Ave., Oak Park, Ill. 
Current information was not available 
at press time. 

Protectall Safe Corp., Hamilton, 
Ohio. The Protectall insulated record 
safes carry the U. L. Class C label, 
S. M. N. A. labels, T-20 label and the 
Relocking Device label. Safes have 
combination locks and adjustable in- 
terior fittings. Price range: $71 to $737. 

Remington Rand, Div. of Sperry- 
Rand Corp., 315 Fourth Ave., New 
York to. Current information was not 
available at press time on the firm’s 
safes, safe-files, and safe ledger trays 
which have U. L., S. M. N. A. fire 
labels, T-20 and Relocking Device 
labels and combination and key locks. 


The Schwab Safe Co., Lafayette, 
Ind. The firm manufactures safes, 
burglar chests, and insulated files, in- 
cluding a fire proof and burglar proof 
blueprint and plan filing cabinet, with 
U. L. Class A, B, or C labels, T-20 
label and Relocking Device label. 
The equipment also features key and 
combination locks and a variety of in- 
lerior accommodations. 


Dictating machine filing unit is new 
addition to the Browne-Morse Office 
Furniture Co.’s line of filing equip- 
ment. 


The Shaw-Walker Co., Muskegon, 
Mich. The Fire-File line of insulated 
desks, ledger trays and filing cabinets 
carry U. L. labels. Drawers are mount- 
ed on Free-Coasting slides. 

The Victor Safe & Equipment Co., 
Inc., Div. of Remington Rand, 315 
Fourth Ave., New York io. The ex- 
tensive Victor line includes office safes, 
insulated files and insulated records con- 
tainers, carrying U. L. and S. M. N. A. 
labels with some models also carrying 
T-20 and Relocking Device labels. A 
wide variety of interior accommoda- 
tions is possible. Price range: $54.75 
to $1558. 

Vue-Fax Corp., 655 Main St., West- 
bury, N. Y. Current information on 
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Shelf units, each holding fifteen reels 
of tape and which interlock vertically, 
are product of Record Files, Inc. 


the firm’s insulated  vertical-visible 
equipment was not available at press 
time. 

York Safe & Lock, Canton 2, Ohio. 
The firm provides office safes and in- 
sulated files with U. L. and S. M.N. A. 
labels, some equipment also having 
T-20 and Relocking Device labels. 
Safes have bolt-type combination locks, 
files, and key locks. 


Tis a wise man who 
keeps his INVENTORY 


under CONTROL 


Knowing what you have, where it is and when 
you need more will give faster, more dependable 
results—and real savings of work, time and money. 


Correctly planned inventory records do much more 


than show “stock on hand” — they list 


sources, vendors, maximum and minimum quantities, 


time required for delivery and dozens 


of other important facts that really CONTROL inventory. 


> Acme has created and installed hundreds 
of different Inventory Control Systems. Per- 
haps one would suit your requirements. If seit 
not, your Acme man will design a record ry 
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Next Month: 


Books of Interest 


to Office Administrators 
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to your specifications. 


ACME VISIBLE RECORDS, INC., Crozet, Virginia 


O Send us more information on Y-1158 
Inventory Control Systems. COMPAR . oc ccccccccccccscccccccccccccscccessecvcess . 
O Weare interested in Acme Visible ATONION. ...ccccccccccccccccccccccsccccccsesoceseres 
equipment for....... stecnna'e* .records. 
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Filing 

Problems 
In Your 
Business? 


Then get the new R-Kive File—lightweight, 
portable, with many uses in office 
ond home. Either letter or legal size 
folders fit in this one file. Strong, 
corrugated fibre board with handy “tote” 
openings front, side and rear for 
easy handling. Read-at-a-glance index 
area. Attractive, fade-proof finish. 


Rive FL 


2 for $250 


Postpaid 


Write For Additional Information 


ZY BANKERS BOX CO.,©pept. om 


“2607 North 25th Ave. Franklin Park, lll 


-Metal Tabs 


solve filing problems at 


LOW COST! 


Adjustable OPNWINBQ, metal tabs make 
it easy, economical to expand or revise 
your present filing system; start a new 
system; or convert to shelf filing. Avail- 
able in | and 2 inch widths, the tabs 
are complete with clear or colored 
plastic label covers. 


If not available from your dealer, write to 


(CHARLES C. SMITH, INC. 


» NEBRASK 


For more than 60 years, a complete line 
of time-saving signals and indexes 


Retirement— 
(From page 43) 


applications for pension, Social Secu- 
rity, changing hospitalization and 
group insurance to new status, etc. 

Step 5. And then . . .? Is that all? 
No, the program does not end with 
an employee’s retirement. The fifth 
step calls for a contact, by visit (when 
practical) or letter, with the veteran 
Swift employee a year after retirement 
and each year thereafter. 

One Swift supervisor was so pleased 
with the plan that he remarked: “The 
arm and hand of management that 
once held forth a pension and best 
wishes for a happy retirement has now 
been placed around the shoulder of 
the employee in genuine concern for 
his future so long as he shall live.” 

Several companies in addition to hav- 
ing formal retirement plans have 
adopted rather unusual approaches to 
educating employees to retirement. 

Wm. Wrigley Jr. Company has a 
flexible retirement plan in which an 
employee must take a one-month’s leave 
of absence without pay during his 66th 
year of age, two months without pay 
during his 67th year, and so on until 
he will earn less income by working 
than by drawing his company pension 
and Social Security benefit. 

One of the largest insurance com- 
panies in the world, Mutual Of New 
York, encourages the employee in his 
last year of seivice to take either Mon- 
day or Friday off, se that with the 
three-day week-end he can begin to 
adjust to his retirement status and the 
activities he will follow on retirement. 

Pitney-Bowes believes in the policy 
of watching out for the interests of its 
employees even after they retire. Re- 
tirees are welcome to attend such spe- 
cial company affairs as the annual 
Christmas party, Director’s luncheon, 
and the annual picnic. Each employee 
receives the company magazine. He 
also has his life insurance and hos- 
pitalization and surgical benefits con- 
tinued at company cost. 

The Mutual Benefit Life Insurance 
Company of Newark, does not forget 
its retirees either. In addition to in- 
viting them to company functions and 
sending them the employee magazine, 
Mutual Benefit sends to retired em- 
ployees each year a list of birthdays of 
retired and field company employees 
so that they can keep in touch with old 
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record storage 
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© & CHARTS 
+ end LAYOUTS 


WITH 


The AUTOMATED Method of CHARTING 


Graph-A-Plan offers a new concept of methods and ma- 
terials for chart and layout preparation. Graph-A-Plan 
includes a wide variety of pressure-sensitive solid color or 
pattern tapes, flow symbols, pie charts, organization 
rectangles, scales, templet sheets, shading films and 
patterns... plus opaque and transparent plastic planning 
boards. Available separately or in compact kits. 

Write today for FREE GP ‘‘How To Do It” Catalogs and 
prices. Just check catalogs desired below, tear out and 
attach to your letterhead. 


CD STATISTICAL CHARTING 0 PLANT LAYOUTS 
(0 ORGANIZATION CHARTING [] OFFICE LAYOUTS 
(CO OPERATION AND PROCESS FLOW CHARTING 


2:1 LABELON TAPE CO., Inc., pep. om 
+H P 450 Atlantic Ave., Rochester 9, N.Y. 


Have You Heard About . . Have You Seen 


CONVOY “Chem-Board’’* 


RIGID, PERMANENT, INEXPENSIVE 


Mii be 

Chem-Board Storage Files are perma- 
nent. They cost and weigh about 50% 
less than steel; cost less than some cor- 
rugated paper files. They’re shipped 
assembled, ready for use. 
NOW-smooth, staple-free 
fronts make them suitable 
even for ‘front-office’ use. 
Available in letter, legal, 
check, deposit slip, tab card 
and many other sizes. 


*CHEM-BOARD IS RIGID- 
IZED CORRUGATED BOARD 
PROCESSED TO REMARK- 
ABLE STRENGTH. 


CONVOY, Inc. 


STATION B, BOX 2160 
CANTON 6, OHIO 
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This amazing automatic calculator 


-—the Marchant Deci-Magic 

... 1s the calculator anyone can learn to use, in minutes! 
You'll notice the benefits right away—less learning time . . . 
and the happiest calculator operators you’ve ever had! 


Only the DecieMagic makes figurework this easy! 


You just “write” the problem in the keyboard as you would 
on paper. Then the Deci- Magic takes over, with completely 
automatic clearance, dial positioning and carriage shifting, 
and delivers your answer with the decimal point in the right 
place, automatically! Anyone can do it! See for yourself. 
Call any Marchant office, or send the coupon. 


MARCHANT CALCULATORS 


Division of SMITH-CORONA MARCHANT INC, 
OAKLAND 8, CALIFORNIA 
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Please send us full information on: 
(0 The amazing simplicity of the Deci - Magic calculator. 
(J Convenient low monthly payments on Marchant's 
“Pay As You Save’’ plans (6, 12 and 18 months). 
( Perpetual lease plan. (1) Lease with option to buy. 
E-11 
NAME 


PLEASE ATTACH COUPON TO YOUR BUSINESS LETTERHEAD 
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friends. The Home Office offers ad- 
vice from its medical department as 
|| well as expert help in solving other 
personal problems. 
Many other companies in the United 
Pts ish) States, large and small, are looking out 
Rog for their older employees by preparing 
Een |? them for retirement through educa- 
tional programs for retirement. 
W. L. Johnson, vice president of 
Bell & Howell, manufacturers of photo- 
} graphic equipment, sums up the atti- 
ly tude of progressive management on 
F retirement when he says: “Industry is 
spending millions of dollars helping 
younger employees prepare for a suc- 
cessful career and industry owes its 
older employees just as much in the 


cm way of preparation for the retirement 
cg years.” 
“ie a But what if you are approaching 


retirement age and you do not work 
for a compaay or organization that 
has a pre-retirement counselling pro- 
gram? Well, first of all, ask yourself 
these questions. Come up with tenta- 
| tive answers for them. 

—What is retirement going to be 
| like? 
—How can I make my retirement 
— income do? 


—How can I keep my health and 
medical care when I need it? 

—What can I do with my time after 
I retire? 

—How can I earn some money after 
I retire? 

—What can I do to have a good 
family life after I retire? 

—How do I make the best decision 
of where to live after I retire? 

—What does my total plan for re- 
tirement look like? 


Plan is essential 


Also ask yourself, when did I have 
my last medical check-up? A minor 
ailment not checked now, later may 
be impossible to cure. 

Don’t forget to develop other in- 
terests than your job. Take up a hobby. 
Be active in the community, your 
church, and other groups. Having 
such broad interests will help you to 
view retirement in its proper pros- 
pective—it gives you the chance to do 
the things you have always wanted to 
do, but never had time for. 

Remember that having a plan is one 
of the most important elements in suc- 
cessful retirement, even if the plan does 
not work out according to schedule. 


The future need for formal pre-re- 
tirement counselling programs seems 
evident as compulsory retirement at an 
earlier age, and an increasing life-span 
provide many more years of living 
after retirement. But one alternative to 
formal pre-retirement programs is flex- 
ible retirement programs similar to 
those now in operation at Wm. Wrig- 
ley Jr. and Mutual of New York. 

The National Committee On The 
Aging of the National Social Welfare 
Assembly located in New York City, 
predicts that: “ .. the need for formal 
employer-sponsored programs will di- 
minish as industry accommodates itself 
to techniques of flexible retirement. Mo- 
tivation for some of the present pro- 
grams is partly the desire to soften the 
break which occurs when able-bodied 
workers are involuntarily retired under 
compulsory retirement systems.” 

But until flexible retirement becomes 
generally accepted, pre-retirement edu- 
cational programs will probably be the 
best method of preparing the employee 
for his “Golden Years” as a senior 
citizen. 

Both the employee approaching re- 
tirement and his employer should 
mutually plan the worker’s retirement. 
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Graffco SiGNALs 


No matter’ what kind of record 
housing you use, Graffco has the 
right signal for you. All colors, sizes 
and shapes to classify, remind, call 
for action. Let Graffco help you put 
more order and result in the busi- 
ness day. Write for free Graffco 
Product Color Folders. 
GEORGE B. GRAFF CO. 
54 Washburn Avenue 
Cambridge 40. Mass. 


Podded shoulder sling 


CAN+ PRO Geert 


34 E. McWILLIAMS STREET FOND DU LAC, Wis. 
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Low-cost way to modern accounting methods 


MCBEE GENERAL RECORDS POSTER 
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So versatile, it’s the only unit you need 
to handle payables, receivables, payroll 
—and other accounting jobs. 


Here, in just a single compact tool, you’ll find 
everything you require to simplify — and 
mechanize — your accounting. Flexibly, eco- 
nomically, without specialized personnel. The 
new McBee General Records Poster eliminates 
repetitive writing — can slash your paper- 
handling costs by 60%. With greatest speed 


and accuracy. In small and medium-sized firms 
...in larger, decentralized companies, too. 


Your nearby Royal McBee Data Processing 
Representative will be glad to demonstrate the 
new General Records Poster — as well as other 
Royal McBee machines and methods for cutting 
automation down to size. Phone him, or write 
Royal McBee Corporation, Data Processing 
Division, Port Chester, N. Y., for illustrated 
brochure 8-533. 


ROYAL MCBEE - data processing division 


NEW CONCEPTS 


IN PRACTICAL OFFICE AUTOMATION 
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cost free, with matchless 


simplicity of operation 


THE NEW 


MAGNETIC RECORDING 


Omptometer 
Ommander 


FEATURES... 


The amazing re-usable 
ERASE-O-MATIC belt with 


the lifetime guarantee. 

Error Free—Magnetically erases unwanted words 
as you redictate. You hand your secretary perfect 
dictation every time. 

Cost Free — Erase-O-Matic belt can be re-used thou- 
sands of times. No recurring costs for expensive discs, 
belts or cylinders. 

Belt is Mailable—no special protection required. 
Simplicity of Operation — Al! the controls you need to 
dictate, listen, reverse, erase are in the palm of your 
hand... with Unimatic remote control microphone. 
True Voice Reproduction — Without garble or needle 
scratch. Your secretary can transcribe twice as fast 
and right the first time. 

No other machine combines the COMMANDER'S 
many advanced features. Find out for yourself how 
the New Comptometer COMMANDER enables you to 
breeze through your daily dictation and get a lot more 
done. Mail Coupon Today. 


hd . 5 o° A 
iptometer € Srpcration /2Tiinecsmess 


New Comptometer Custom- 
atic — World's fastest way to 
figure . . . now faster than 
ever. Try it Free on your 
own work. Mail coupon. 
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Use 


Comptometer Comptograph 


“220M" 
cation key — more features Firm ... 
than any other 10-key listing 
machine. Try it Free. 


Comptometer Corporation 

1742 N. Paulina St., Chicago 22, II. 
In Canada: Canadian Comptometer, Ltd. 
501 Yonge Street, Toronto 5, Ontario 
(0 Arrange free office trial for me on: 
[) Send me literature on: 
[|] Comptometer Commander 
( Comptometer Customatic 
[7] Comptometer Comptograph ''220M" 
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The employer should make doubly 
sure that all phases of the company re- 
tirement plan are thoroughly under- 
stood by all concerned. No one should 
take for granted that the prospective 
retirees have read all the literature on 
the company plan and know it inside- 
out. 

One large organization which op- 
erates a retirement plan in which both 
employer and employee contribute to 
the retirement fund, distributed per- 
iodically throughout the plant many 
booklets and pamphlets describing the 
plan in every detail. After his retire- 
ment each employee was to receive a 
life-time pension based on his earnings 
and length of service. 

But lo and behold, company officials 
were shocked to have one employee 
with over 20 years of service appear 
on his retirement day complacently ex- 
pecting to get all his contributions back 
in one lump sum. 

Both the employer and the pre-retiree 
should work together to make sure 
that this does not happen to them. 

And how about you, Mr. Reader? 
Have you reviewed your own retire- 
ment plans or are you going to do it 
tomorrow? Why not play it safe, and 
make sure of your future retirement 
today. Then when tomorrow comes, 
you won’t be sorry. Whether you're 
30 or 60, plan now for your future. 
Don’t let your “golden years” be made 
of “fool’s gold.” 


Economical forms— 
(From page 33) 


method of varityping on a paper plate. 

We use a heavier, stronger paper 
that will not curl when strength is re- 
quired, such as when figures must be 
added periodically over a period up to 
a year and longer. The number of 
forms needed in a year determines 
whether a heavy translucent paper such 
as Albonene or a sepia mat (trans- 
parent plastic) are to be used. While 
the paper forms cost less than half the 
mat, a plate must first be made before 
the form can be printed. With a sepia 
mat, we can make a photostat negative 
and then a film positive. For a sharper 
image, a film negative and a contact 
film positive is better, but costs more. 
We can make as many sepia mats from 
the film positive as needed. 

Whether to use a high grade 100 
per cent rag paper (Albonene) or the 
sepia mat is determined somewhat by 
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PRODUCTION 
| ees 


SHIPPING 


ACCOUNTING 


INVENTORY 
—— CONTROL 


How Teletype can help you control costs 


Teletype machines are operated much like a type- 
writer, but they have additional abilities which can 
work magic in controlling costs. They can do several 
things at once—in several places. 


For instance, a single typing can “‘deliver” multiple 
copies of a printed message—or multi-part business 
forms—to any number of receiving points. Thus it 
can help you to convey the impact of a sale—imme- 
diately and simultaneously—to production planning, 
accounting, shipping, inventory control, and as many 
other locations as desired. 


Production Planning. Your production planning 
department can keep in constant touch with sales 
and plant locations—maintain most profitable sched- 
ules, slow production of a “‘poor seller,” speed pro- 
duction of the “‘hot item.” 


Accounting Department. Credit questions on in- 
coming orders can be quickly cleared, billing and other 
paperwork greatly simplified, accuracy improved. 

Shipping and Inventory. Shipping will know what 
to expect—delivery dates, quantities, packing sup- 
NOVEMBER 1958 


plies, carriers. Inventory Control can keep a closer 
watch on raw materials and equipment, keep inven- 
tory at profit-assuring levels. 

Additional advantages. Exclusive with the Tele- 
type Model 28 machine is the Stunt Box, or “‘robot 
brain,” which can be used for remote control of asso- 
ciated or other electronic or mechanical equipment, 
and for selective station calling. 

More information. For more information and a 
copy of our booklet, ““The ABC’s of Teletype Equip- 
ment,” write to Teletype Corporation, Dept. 31-L, 
4100 Fullerton Avenue, Chicago 39, Illinois. 


TELETYPE 


CORPORATION 


suesioiary or Western Electric Company we. 
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THE carbon for any typewriter, 
and nearly every copy job! 


Flexibility and then some, that’s NU-KOTE, the first plastic-base 
typewriter carbon. Just one grade and finish for any typewriter 
and practically any copy job imaginable. NU-KOTE outlasts 
ordinary carbons 3 to 1, makes the cleanest copies, keeps hands 
clean, too. You get clear, sharp copies, first to last—as your 
free trial will prove! Available only through your local dealer. 


For a FREE SAMPLE of NU-KOTE just mail this coupon, 
attached to your company letterhead. 


Dealer Sales Dept. 
Burroughs Corporation, Detroit 32, Michigan 


OM-104 
In Canada write: 
Acme Carbon & Ribbon Company, Limited, Toronto 13, Ontario 
Name 
Firm 
Ad 
Buy where you none 
see this sign City Zone State 
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the quantity of masters required. For 
small quantities the sepia mat is less 
expensive because there is no printing 
process involved. However, the break- 
even point is about 12. 

The advantage of the sepia mat is 
that it is practically indestructible. An- 
other advantage is that erasures of pen- 
cil figures can be easily made with a 
piece of cotton dipped in lighter fluid 
or benzine. When the form has been 
completely filled in, it may be erased 
with a cloth and benzine and used 
over and over. This will not change 
the frosted surface as would an eraser. 

In one department we have several 
forms 30 inches long printed on the 
sepia mats. Having a form this size 
enables us to get some 60 cost variables 
for a product on one sheet. And by 
having all the figures on one sheet, the 
exceptions stand out and considerable 
time is saved by eliminating the need 
to go from one form to another. 

To obtain the mats for these forms 
we had to make two film positives be- 
cause our equipment was not large 
enough, fasten them together with 
clear scotch tape and prepare the sepia 
mat from the film positives. We were 
able to get the mats and copy paper 
in the size we wanted. Again all figures 
are in pencil and can be easily erased 
or completely removed. 

When we need 100 copies or less of 
a form or chart exceeding 17 x 22 
inches in size, we find that we can 
print Ozalid copies at a much lower 
cost than that of offset printing. In this 
instance, we prepare the copy on a 
translucent or transparent paper for easy 
reproduction. (Here one must be 
careful to make no mistakes since 
erasures will show.) 

If the form is made on a tracing 
cloth, corrections can be more easily 
made and will, for all practical pur- 
poses, be unnoticed on the printed 
copies. If an error is made that needn’t 
be corrected, it can be cut completely 
from the master copy; the cut part 
barely shows up on the copies. 

If the master is to be photographed, 
corrections can easily be made if one 
has a light table. 

Each correction we make is typed 
on a sheet of paper, then lined up in 
the proper position. Using a razor 
blade, we cut through both sheets of 
paper, backing up the hole in the orig- 
inal copy with white scotch tape with 
adhesive side up. The correction is then 
placed against the adhesive which holds 
it firmly in place. This practically elim- 
inates opaquing the negative because 
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Another leading company meets the big Profit Challenge 
of 1958 with Edison Voicewriter dictation. 


More mileage per wal. 


Gulf Oil’s Philadelphia Sales Division boosts correspondence 
output and saves money with Edison Voicewriter 


“Getting more mileage from all our fa- 
cilities is second nature with us,”’ states 
Mr. W. D. Nelson, General Manager 
of the Gulf Oil Corporation’s Philadel- 
phia Sales Division. ““That is why we 
chose the adaptability and cost-saving 
advantages of Edison Voicewriter dic- 
tation when we replaced outmoded 
equipment. We are delighted with the 
economical way Edison Voicewriter 
has increased stenographic output... 
saved time for personnel who dictate.” 


A Voicewriter tryout is easy! 
There’s no need to start off with a large 
system. With the Edison Voicewriter 
VPC-1, doubling as a dictating instru- 
ment and secretarial transcriber, any 
executive can quickly clean up corre- 
spondence at his desk, at home, or on 


Edison Voicewriter - 


Thomas A. Edison Industries, West Orange, N. J. 
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the road . . . have time for other 
important tasks . . . for only $17.81 a 
month on the Edison lease plan. 


Secretaries like the Voicewriter, 
too! Your voice comes through accu- 
rately, without interruptions, on the 
Voicewriter Diamond Disc. With the 
ability to get correspondence out of the 
way faster, with less effort, your secre- 
tary will find that she has more time 
for the interesting responsibilities of 
a real “Girl Friday.” 


You can rely on Edison! There’s 
a Voicewriter system to meet the corre- 
spondence requirements of any office, 
large or small. And every Voicewriter 
user enjoys the benefits of Edison’s 
more than 70 years’ experience in the 
office correspondence field. 


There’s an EDISON product for we 4 
dictating and recording need . 

individual Voicewriter for desk use, —— 
dictating systems using dial or Televoice 
phones, and the pocket-size Midgetape that’s 
battery-operated for recording on-the-go! For 
a free demonstration, or literature, write 
Dept. OM-1] at the address below. 


a product of Thomas A. Edison Industries 


In Canada: 32 Front Street W., Toronto, Ontario 
Use Readers’ Inquiry Coupon on Page 90 
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BROWNE-MORSE SWIVEL CHAIR FEATURE* 
THE ENTIRE INDUSTRY IS TALKING ABOUT © 


il ——— — _— 
All i 
Browne-Morse XN 
Aluminum Swivel Chairs 


*Nylon the exclusive feature that 
makes Browne-Morse one of the 
fastest selling chairs 


f 


You Enjoy Utmost Comfort, Increased Productivity [Up To 30%] | 


Here's the chair that actually glides on nylon. 
Exclusive nylon bushings on all Browne-Morse 
swivel Chairs eliminates wear and binding at 
the most common point of wear. 


Oo 


Bottom nylon 
sleeve bushing 


T 


Top nylon 
sleeve bushing 


Designed by Browne-Morse engineers and 
tested by an independent laboratory*, the new 
Swivel Chairs offer the ultimate in service, style, 
comfort. No wonder more and more offices are 
switching to Browne-Morse. 


Both ports operate in 
center of chair's bose 


e NYLON adds years of wear. 

e NYLON eliminates side sway or rock of seat. 

e NYLON stops binding and dragging of casters. Chair twirls. 

e NYLON eliminates swivel noise, distracting squeaks and scrapes. 
e NYLON eliminates lubrication. 


“You'll want this attractive 32 page Chair Catalog 
in full color. Write today 
BROWNE-MORSE COMPANY, 
Muskegon, Michigan” 

EXPORT DEPT. 25.2: WMazthalt, International 

e 


55 E. Wacker Dr., Chicago, III. 


oo 


MUSKEGON, MICHIGAN 


HERE’S THE SENSATIONAL NEW | 


there is little or no shadow cast as 
there would be on a patch pasted over 
the part that was corrected. 

In preparing the traffic rate tables 
for one of our products, we show all 
rates for rail, piggy back and truck on 
a letter-size sheet. All rates are adja- 
cent to each other so that it isn’t nec- 
essary to go from one sheet to another 
for the most advantageous rate. We 
type all information that is not likely 
to change, but the rates and truck 
routes are written in pencil. 

In order to “fix” the typing, we spray 
it lightly with Krylon, masking that 
part of the form where the pencil fig- 
ures are written so that Krylon is not 
on that part of the paper. We do this 
because if a form is fed through the 
Ozalid machine a number of times, a 
certain amount of pigment from the 
typewriter ribbon is worn off; the fig- 
ures on the print will not be as dark 
or as sharp if it has not been sprayed. 


Saving time on weekly reports 


We have a weekly report to prepare 
each Monday morning which requires 
about 100 copies showing the business 
written the previous week (see Figure 
1). At the beginning of each quar- 
ter, we prepare a new form showing 
the actual figures for the previous year’s 
quarter and the budget figures for the 
current quartei. These figures are typed 
on the master because they are constant 
for the quarter, and we print enough 
of the forms on paper multilith plates 
to last for this period. 

Provision is made on the form to 
indicate with a special reproducing 
pencil the cumulative business written 
for the previous week last year and 
this year. The last column is written 
in pencil and shows what per cent of 
the quarter has elapsed and what per 
cent each product has attained budget 
to date. These reports receive prefer- 
ence in our print shop and are run 
immediately on the multilith machine 
as they are received. Under the old 


ie 


plan each report was cut each week 
on a mimeograph stencil, typed and 
then run on the mimeograph machine. 

On occasion we have to print forms 
and show an example of how the form 
must be filled in. To save time, we 
make a negative and use the photo 
copy as an example of how the form 
should be filled for the field, or for 


Standard Pra:tice Instructions. 


While the plate is being prepared 
and the form is being printed, the copy 
can be filled in and printed, without 
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for “on-the-job” proof of speed —ease — precision! 


Witn Olympia on the job you have the world’s 
finest typewriter to do business with...equipped with every 
worthwhile feature for easier, faster, finer typing! 


Addressing envelopes? For speed and efficiency, test the 
automatic paper injector illustrated above. Set “feed-dial”— 
pull lever—and there’s the envelope... positioned and aligned— 
ready for typing! Automatically ejects, too. 


Just one of the outstanding typing aids Olympia offers—at no extra 
cost. Modern and smart-looking, they’re precision-built for quiet, 
consistent, trouble-free performance—year after year. You'll 
find it’s smart business to see what Olympia can do—before 
you decide on any other typewriter! 


Nationwide sales and service — —— y 6 ae 
through authorized Olympia dealers. Write For A Free Demonstration Trial Today! 


*« OLYMPIA Typewriter Division 
Inter-Continental Trading re 

90 West Street, New York 6, New York 
Gentlemen: 

—I’m interested in a free “on-the-job” demon- 
stration trial of your Olympia precision-built 
typewriter. 

— Please send me your free, fact-filled illus- 
trated brochure. 


M-5 


for typing perfection 


BECAUSE IT’S BUILT BEST OF ALL 


NAME 
COMPANY. 
OLYMPIA DIVISION STREET. 
. ess 
Inter-Continental Trading Corporation 90 West Street » New York 6, New York > CITY. ZONE___STAT 
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first having to wait for the form to be 
printed to start the cycle of making the 
plate and print. Thus, the example is 
ready the same time as the form. 

To help determine which duplicat- 
ing method should be used, a table 
should be prepared showing the cost 
of each method suggested from one 
to 100 for several standard sizes, such 
as 8Y% x 11 and 11 x 17. This way 
one can tell at a glance which method 
to use. A thorough knowledge of each 
duplicating process would be invaluable 
in preparing the table, as would any 
short cuts that can be used. 

One of our divisions has a number 
of plants which supply it with their 
products. This calls for statistical and 
accounting reports which are required 
by headquarters for control purposes. 


We have available at the plants various 
types of office duplicating equipment. 
Often in the past we have had to print 
on a parchment paper in addition to 
the regular 16-lb. bond so that the re- 
ports could reproduce on the Ozalid 
machines. 

We made a study of the various 
kinds of paper available and found that 
a 13-1b. translucent paper was satis- 
factory for all our processes and avail- 
able in the quantities we require. This 
is an excellent compromise paper suit- 
able for eight carbon copies at one 
typing, four handwritten copies if a 
ball point pen is used, and Ozalid, 
Ditto and Tuermofax machines. We 
have standardized on this paper for all 
reports used by this division. 

Although the hectograph process has 


NEVER BEFORE SO SAFE, SO 
SURE A WAY TO KEEP 


YOUR PAPERS 
GO IN HERE. 


Manufacturers of the Clipper 14, only heavier duty shredding hi 


CONFIDENTIAL PAPERS — 


Keep your confidential papers 
and records from the prying eyes 
of unauthorized persons by 
quick, easy destruction right in 
your own office with the 
SHREDMASTER Bantam 10. Any- 
one can operate. Just drop papers 
in and unreadable shreds come 
out. Exclusive gravity feed pro- 
vides quicker shredding. Gives 
greater capacity by shredding 
multiple thicknesses of paper. 
Handsome, modern design and 
clean, noise free operation suit- 
able to any office. Yours at a new 
low price. 


Room 1431, 
75 Varick Street 
New York 13, N. Y. 
and ask for Circular 54. 


SHREDMASTER 


CORPORATION 
A Division of 
Self Winding Clock Company, Inc. 


suitable for office use, 


Sales and Service in principal cities in U.S. and Caiiada. 
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been largely replaced by offset, we still 
have an application which is superior 
to any available to us. In our Export 
Division we have to prepare six differ- 
ent forms in varying quantities, de- 
pending on where the shipments are 
being sent. We prepare a master with 
black hectograph carbon on our IBM 
tabulating equipment; all the forms are 
designed so that the master lines up 
with them. To date we have not found 
a more effective method, since the 
Ditto process is very flexible and we 
do not approach the maximum of 50 
copies possible with one master when 
using black hectograph carbon. The 
machine is simple to operate and each 
of three clerks prepares her own copies. 

Unless a large number of Ditto or 
Azograph master sets are needed, a 
plate should not be made to impress the 
form on the master. The masters can 
be run on an offset press with the slip 
sheets left in, if they are fed through 
by the stub. 

The copy paper can be fed through 
the same press but the registration of 
the copies should be with the perfora- 
tion, not with the top of the stub. If 
this rule is followed, it should not be 
necessary to adjust the feed on the 
Ditto machine—the typed information 
should register with the printed forms. 
The results are far superior to the im- 
pressed master because there is no 
bleeding of the form, especially if the 
masters have been stored for any length 
of time. 


Simplifying expense reports 


We are now issuing a blank draft 
envelope to each salesman to fill in his 
expenses each week. The salesman fills 
out his expense report in the regular 
way and puts it into the envelope and 
seals it. He fills in the draft on the 
outside, endorses it and cashes it at 
his bank as he would a check. After 
the draft clears through the bank it is 
returned to our company. We, in turn, 
review the expense report as it is re- 
moved from the envelope. If there are 
any changes o1 corrections, a note is 
made and sent to the salesman to be 
added to or deducted from the next 
draft. This note is enclosed with the 
next expense report in the draft en- 
velope. 

There are safeguards which mini- 
mize the possibility of using the draft 
envelope in the wrong way. The en- 
velope is made of safety paper and is 
limited to a certain amount above 
which the draft cannot be cashed. Each 
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the NEW Thomas 


Collator is years ahead!” 


quarter a number of drafts are issued, 
each dated in advance for each week, 
so that there is never more than one 
draft in a salesman’s possession for a 
given week. 

A similar plan is in operation in 
other companies for paying small in- 
surance claims on the spot and for 
enclosing freight bills. A modification 
of this plan is being considered which 
will consist of a form with a perforated 
stub at top and bottom having self- 
adhering cement. After the form is 
filled out and signed, it is folded in 
half, sealing itself at the two stubs. The 
draft part is filled in and given to the 
recipient to cash. When the cancelled 


them all... 


This may sound melodramatic, but girls do get 
carried away over the New Thomas Collator. 
The modern functional design looks well 
anywhere. It’s been designed for the operator 
to handle collating in the fastest and easiest 
way possible. No more mad scrambles and 
hectic last minute deadlines. The Thomas 
Collator turns a time consuming and irritating 
chore into a pleasant and efficient job. 


One more thing, don’t be misled by gadgets 
or trick names; make your own comparison 
and you’ll know why more people buy Thomas 
Collators than all other makes combined. 


Thomas Collators Ine. 


Dept.E, 50 Church Street, New York, New York 


Eleven models—to meet your specific needs 


draft is returned by the bank, the stub 
is torn off and the transaction is com- 
plete on one sheet of paper. Before 
one inaugurates such a plan, it must, 
of course, be cleared with the bank. 

The suggestions offered may seem 
simple and obvious to many readers, 
but it is surprising how few companies 
use all the short cuts mentioned. Most 
of these work simplifications can be 
made on available equipment in the 
average company and do not require 
additional machines. Even where the 
equipment is not available, the work 
can be done by local printers who sup- 
ply metal multilith plates and Ozalid 
or Bruning prints. 


“ 
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Automation— 
(From page 39) 


The numerals appear normal to the 
human eye, except for slightly squared- 
off characteristics which eliminate er- 
rors in normal use, when read by the 
Eye. The customary symbols are used 
to call attention to unusuai credit con- 
ditions and previous over-payments or 
underpayments by customers. 

After the cashiers apply these sym 
bols to the printed stubs or bills that 
come in from customers, the stubs are 
fed into the machine for processing. 
The Eye checks all of them, sorting 
the stubs into accept or reject pockets. 
Rejection decisions are brought about 
because imperfect printing or crossed 
out numerals destroy the self-checking 
characteristics of the type face which 
is read by the inachine. The stub image 
is converted into video signals which 
are read by a small digital computer 
designed for this special purpose. This 
computer interprets the numerals, 
identifies each one by its unique pat- 
tern, and stores it in its memory. When 
the complete message is read, the cor- 
responding cash card is punched by 


the machine. 


Principles— 
(From page 38) 


work progresses naturally and simply 
from one department to the next. They 
also represent low maintenance cost, 
easy communication, pleasant and com- 
fortable working surroundings, and last 
but not least, a very effective display 
area for company products. 


Meticulous planning evident 

The careful planning that has gone 
into these new offices is apparent to 
the visitor the moment he enters the 
entrance lobby. A winding cantilevered 
stairway of stainless steel leads directly 
to second floor display area and offices. 
The stairway furnishes a striking en- 
trance scene against its background of 
walnut panelled wall—and also makes 
it possible for the visitor wishing to 
see someone on the second floor to go 
directly there without entering the first 
floor general offices. The telephone re- 
ception desk behind a panel in another 
wall has been raised, so that the visitor 
does not have to bend down to speak 
to the receptionist. A shelf just under 
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e shows how particles of anti-slip “‘Ludox’ 
wax layer give extra safety underfoot. 


« New full-colo 


Specify floor waxes containing 
Du Pont’s anti-slip ingredient, 


LUDOX’ 


BETTER THINGS FOR BETTER LIVING 
NOVEMBER 1958 


. . THROUGH CHEMISTRY 


Mail coupon today for your free copy 


c----------- 


Please send me the items 


checked: 


©) New full-color bro- 
chure on floor waxes 


containing "Ludox” 


© Names of suppliers of 
these quality waxes 


>in the 


Use Readers’ Inquiry Coupon on Page 90 


How waxes 
containing LUDOX’ 
can add beauty 
and slip resistance 
to your floors 


Now your floors can have lustrous good 
looks, yet resist slips and skids. The reason 
—floor waxes containing Du Pont’s anti- 
slip ingredient, ‘‘Ludox”’ colloidal silica 

Tiny, transparent spheres of ‘““Ludox”’ 
in the wax layer exert a snubbing action 
under pressure of a footstep . . . give sure- 
footed traction for extra safety. And these 
waxes bring out the natural beauty of 
floors as only fine waxes can. Maintenance 
is easy, too, because scratches and scuffs 
can be buffed out without rewaxing. 

Get all the facts—send coupon for your 
free copy of the new Du Pont brochure 
plus names of suppliers of floor waxes con- 
taining anti-slip ““Ludox.” E. I. du Pont 
de Nemours & Co. (Inc.), Grasse]li Chemi- 
cals Dept., Room N-2533, Wilmington 
98, Delaware. 


| 
E. I. du Pont de Nemours & Co. (Inc.) ] 
Grasse!li Chemicals Department, Room N-25330M | 
Wilmington 98, Delaware ! 
Name 
Firm Title | 
Address 
City State | 
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THE PROS ELIMINATE GUESSWORK. The PRO who buys 
advertising space — the MEDIA BUYER — eliminates 
guesswork when he reads an ABC statement. He knows 
these things about a publication: How much paid circu- 
lation — How much unpaid circulation — Prices paid by 
readers — How many like it enough to renew — How the 
circulation was obtained — Whether premiums were 
used to induce circulation — Where the circulation goes 
— A breakdown of circulation by occupation or business. 
By the same token, a publication that furnishes an ABC 
statement proves that its editorial service is needed and 
wanted, that potential buyers are willing to PAY for it — 
which assures the media buyer that he is getting reader 
interest that pays off. 


‘This PRO uses an ABC statement to know the exact value of a publication's circulation 


This PRO uses a SLIDE RULE to get an exact calculation 


OFFICE MANAGEMENT—the 
leading magazine for manage- 
ment executives concerned with 
office administration delivers 
the largest net paid circulation 
by far in the big office market. 
Dynamic growth in paid ABC 
circulation through the years is 
a clear indication of the edi- 
torial vitality and reader accep- 
tance of OFFICE MANAGE- 
ME 
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SS ees 30,000 
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The Magazine for Management Executives 
A GEYER-McALLISTER PUBLICATION °* 212 FIFTH AVENUE, NEW YORK 10, N. Y. 
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the reception counter allows him space 
to put down a brief case or papers 
wh:le waiting for the receptionist to 
loc:te the man he wants. 

Off the reception lobby, the first 
floor houses executive offices, sales of- 
fices, and general office areas. Both top 
executive and sales offices are located 
near the lobby, so that visitors do not 
have to travel through general office 
areas to reach whomever they want to 
see. 

Extending back from the salesmen’s 
area just off the lobby is the general 
office area. Here each department has 
furniture—Steelcase, naturally—of a 
different color and is separated from 
its neighbor by low counters, or banks 
of low files. Thus each department is 
« definite self-contained unit and yet 
every worker in cach department has 
complete visibility over the entire gen- 
eral office area, so there is no time lost 
in travel to see someone whe is already 
tied up or away from his desk. 

The same principle of visual com- 
munication exists between general of- 
fices and executive offices. Each execu- 
tive office has one glass wall facing the 
general office so that any employee can 
cell at a glance whether an executive 
is free. Supervisory personnel are sepa- 


Eg Th ae ed me 
rated from the general office by glass achieve in its new administration area, 
partitions. and a good deal of ingenuity has sim- 

An unusual and striking feature of plified the entire upkeep problem for 
the first floor is its “art wall,” a display the company. Perhaps the most un- 
of original paintings, etchings, and usual innovation has been the use of 
prints maintained on a rotating basis steel gratings outside building en- 
im cooperation with Grand Rapids civic __ trances. After walking over the gratings 
art gallery. employees’ shoes are fairly well cleaned 

The second floor, which houses en- of dirt, moisture or snow by the time 
gineering offices, and sales promotion they enter the building. The fact that 
and advertising, has in addition to an- _—coatrooms are located just inside the 
other art wal!, a large showroom for — entrances meas that dripping gar- 
display of Steelcase products. However, — ments are not worn through the offices 
this is not the usual stereotype of rows — even when there is snow or rain out- 
of chairs, desks, tables and cabinets. side. Since the building is completely 
The showroom has been divided into air conditioned, the amount of air- 
fourteen separate office spaces, each of borne dust or dirt coming into the 
which is an exact replica of one of the offices is minimized. 
offices furnished by Steelcase for large Ease of maintenance has also been a 


national concerns, such as Socony- primary factor in the planning of in- 
Mobil, Gulf Oil, Colgate-Palmolive, terior design and construction. Vinyl 


and Inland Steel. asbestos tile is used for the flooring 
A large and cheerful cafeteria on the material in office areas, and walls sub- 
ground floor accommodates all person- ject to especially heavy soil, or border- 
ael at the lunch hour, and also provides ing areas of heavy trafic have been 
the answer to the coffee break problem. — covered with plastic coated fabrics. 
Coffee is kept ready in the cafeteria A generous space allotment for aisles 
throughout the day, and the employee = and_ intervals between desks — sim- 
can take his break in a relaxed and plifies routine cleaning, while terrazzo 
pleasant atmosphere. floors in the lobby, the entrance areas, 
Ease of maintenance was one of the and stairways, offer a wear-resistant 
objectives that Steelcase wanted to surface that can be cleaned easily. 


NO. 800 JET TRIO, complete with 


' 1 No. 827 Jet Eraser, gray rubber core, for erasing ink and typewriting. 


CHRISTMAS GIVING 


and year ‘round use 


Here’s the brand new, JET TRIO, as original and useful a gift as you 
can imagine for home and office use. The complete set for all erasing— 
in attractive, transparent plastic desk & carrying case. Weldon Roberts 
World’s Quality Standard eraser textures. 


COMPLETE SET IN ATTRACTIVE, 
TRANSPARENT-PLASTIC CASE. 


1 No. 838 Ball Point Jet Eraser, green rubber core, for erasing writing ORDER FROM YOUR STATIONER TODAY! 


in ball point ink and lead, and India Ink. 


1 No. 825 Jet Eraser, red rubber core, for pencil erasing and cleaning. 
One refill in each of the three textures included. 
Handy cylindrical eraser in transparent plastic holder with pocket clip. 


Holder tip unscrews so eraser may be moved outward. 
Not a mechanical gadget. Nothing to get out of order! 


ONE OF THREE! 


This No. 838 Ball Point Jet Eraser is 
one of the three numbers contained in 
the JET TRIO Case, along with match- 
ing refill. The Jet Erasers described here 
are also available singly (as well as 
dozen and gross lots) along with re- 
fills, from your stationer. 


NOVEMBER 1958 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 
Worlds Foremost Eraser Specialists 


Use Readers’ Inquiry Coupon on Page 90 17 


NwFor Ee 
Scansadenshalippearanendanee Z ma < ‘ IN 
on gist We. : oN Y 
Le a> See 
e LA MSS Nc. 800 //f/59/= 
a a ae OO, Be “hg ST [4/1= TRIO 
® gM - 
ae ) mea 
\\ * e f eZ J 
“Se - Pe Zz - 
. Z : _w@w ee 
| a Jf tia, 
the : . : al 
ge- Le ; 
: _ 
ion 
et. ee 
BC 
is a 
. — 
: < | 
t 
B we S 
00 ER rt) 
“ at J 
pall Po 
» Se Walden Rote 
ee SSC | 
| 
7 q - | ae : Bi. i sa | ich, i g a 7 a a : i a a : if ie ae ee ' po ee ad an Soe (OS ae mee 
“4 -_: i a ie s a ee — = : “at _ = a a Pal ae g - p “a ’ ie oa 8 a r. " ; Y af _ Ea m 


(ar 
SF 
7 
¢ 
: 
* 
te 


~ 
Bt? 


76 


all 


pros 


use dependable 


measuring 


instruments 


* 


’ 


P) 
sz 


THE PROS ELIMINATE GUESSWORK. The PRO who buys 
advertising space — the MEDIA BUYER — eliminates 
guesswork when he reads an ABC statement. He knows 
these things about a publication: How much paid circu- 
lation — How much unpaid circulation — Prices paid by 
readers — How many like it enough to renew — How the 
circulation was obtained — Whether premiums were 
used to induce circulation — Where the circulation goes 
— A breakdown of circulation by occupation or business. 
By the same token, a publication that furnishes an ABC 
statement proves that its editorial service is needed and 
wanted, that potential buyers are willing to PAY for it — 
which assures the media buyer that he is getting reader 
interest that pays off. 


| This PRO uses an ABC statement to know the exact value of a publication's circulation 


This PRO uses a SLIDE RULE to get an exact calculation 


OFFICE MANAGEMENT—the 
leading magazine for manage- 
ment executives concerned with 
office administration delivers 
the largest net paid circulation 
by far in the big office market. 
Dynamic growth in paid ABC 
circulation through the years is 
a clear indication of the edi- 
torial vitality and reader accep- 
tance of OFFICE MANAGE- 
MENT: 


BT Tc raceiewscwun 23,000 
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Lee 30,000 


OFFICE MANAGEMENT 


The Magazine for Management Executives 
A GEYER-McALLISTER PUBLICATION °¢ 212 FIFTH AVENUE, NEW YORK 10,N. Y. 
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the reception counter allows him space 
to put down a brief case or papers 
while waiting for the receptionist to 
locate the man he wants. 

Off the reception lobby, the first 
floor houses executive offices, sales of- 
fices, and general office areas. Both top 
executive and sales offices are located 
near the lobby, so that visitors do not 
have to travel through general office 
areas to reach whomever they want to 
see. 

Extending back from the salesmen’s 
area just off the lobby is the general 
office area. Here each department has 
furniture—Steelcase, naturally—of a 
different color and is separated from 
its neighbor by low counters, or banks 
of low files. Thus each department is 
< definite setf-contained unit and yet 
every worker in cach department has 
complete visibility over the entire gen- 
eral office area, so there is no time lost 
in travel to see someone whe is already 
tied up or away from his desk. 

The same principle of visual com- 
munication exists between general of- 
fices and executive offices. Each execu- 
tive office has one glass wall facing the 
general office so that any employee can 
cell at a glance whether an executive 
is free. Supervisory personnel are sepa- 


rated from the general office by glass 
partitions. 

An unusual and striking feature of 
the first floor is its “art wall,” a display 
of original paintings, etchings, and 
prints maintained on a rotating basis 
im cooperation with Grand Rapids civic 
art gallery. 

The second floor, which houses en- 
gineering offices, and sales promotion 
and advertising, has in addition to an- 
other art wal!, a large showroom for 
display of Steelcase products. However, 
this is not the usual stereotype of rows 
of chairs, desks, tables and cabinets. 
The showroom has been divided into 
tourteen separate office spaces, each of 
which is an exact replica of one of the 
offices furnished by Steelcase for large 
national concerns, such as Socony- 
Mobil, Gulf Oil, Colgate-Palmolive, 
and Inland Steel. 

A large and cheerful cafeteria on the 
ground floor accommodates all person- 
vel at the lunch hour, and also provides 
the answer to the coffee break problem. 
Coffee is kepi ready in the cafeteria 
throughout the day, and the employee 
can take his break in a relaxed and 
pleasant atmosphere. 

Ease of maintenance was one of the 
objectives that Steelcase wanted to 


achieve in its new administration area, 
and a good deal of ingenuity has sim- 
plified the entire upkeep problem for 
the company. Perhaps the most un- 
usual innovation has been the use of 
steel gratings outside building en- 
trances. After walking over the gratings 
employees’ shoes are fairly well cleaned 
of dirt, moisture or snow by the time 
they enter the building. The fact that 
coatrooms are located just inside the 
entrances meaus that dripping gar- 
ments are not worn through the offices 
even when there is snow or rain out- 
side. Since the building is completely 
air conditioned, the amount of air- 
borne dust or dirt coming into the 
offices is minimized. 

Ease of maintenance has also been a 


primary factor in the planning of in- 


terior design and construction. Vinyl 
asbestos tile is used for the flooring 
material in office areas, and walls sub- 
ject to especially heavy soil, or border- 
ing areas of heavy trafic have been 
covered with plastic coated fabrics. 

A generous space allotment for aisles 
and intervals between desks  sim- 
plifies routine cleaning, while terrazzo 
floors in the lobby, the entrance areas, 
and stairways, offer a wear-resistant 
surface that can be cleaned easily. 


NO. 800 JET TRIO, complete with 


1 No. 827 Jet Eraser, gray rubber core, for erasing ink and typewriting. 


1 No. 838 Ball Point Jet Eraser, green rubber core, for erasing writing 
in ball point ink and lead, and India Ink. 


1 No. 825 Jet Eraser, red rubber core, for pencil erasing and cleaning. 


One refill in each of the three textures included. 


Handy cylindrical eraser in transparent plastic holder with pocket clip. 
Holder tip unscrews so eraser may be moved outward. 
Not a mechanical gadget. Nothing to get out of order! 


ONE OF THREE! 
This No. 838 Ball Point Jet Eraser is 


the JET TRIO Case, along with match- 
ing refill. The Jet Erasers described here 


one of the three numbers contained in * 


CHRISTMAS GIVING 


and year ‘round use 


Here’s the brand new, JET TRIO, as original and useful a gift as you 


can imagine for home and office use. The complete set for all erasing— 
in attractive, transparent plastic desk & carrying case. Weldon Roberts 
World’s Quality Standard eraser textures. 


COMPLETE SET IN ATTRACTIVE, 
TRANSPARENT-PLASTIC CASE. 


ORDER FROM YOUR STATIONER TODAY! 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 
Worlds Foremost Eraser Specialists 


are also available singly (as well as 
dozen and gross lots) along with re- 
fills, from your stationer. 
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Stenocouds 
“PERFECT 
PLAYBACK” 


DICTATION 


| | ie (and their secretaries) 
in thirty-nine countries are raving 
about Stenocord’s “Perfect Playback” 
—a major breakthrough in modern 
magnetic dictation. 


You can now make changes and 
improvements naturally, as you dictate 
—simply by saying it over the way you 
want it. No rewrites...your secretary 
transcribes far more swiftly and accu- 
rately, thanks to Stenocord’s amazing 
magnetic clarity and correction-free 
dictation. 


Once you try Stenocord’s “Perfect 


Playback” you’ll never go back to 
needle-type machines. Mail the coupon 
for the story. 


SERIES 
Sold and serviced in 39 
i countries of the. free worid A400. 
ALL SIZES OF CENTRAL SYSTEMS % 
sseuceeseustsususesussaan 


& STENOCORD DIVISION 
@ Dept. L-58, Pacific Instruments Corporation 
§ 7046 Hollywood Bivd., Los Angeles 28, Calif. 


@ Please send me facts on ‘Perfect Playback” () 
© Please arrange a no-obligation demonstration [) 
g Please tell me location of nearest dealer 0 
5 NAME 
H ADDRESS 
a CITY STATE 
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Since all furniture, both in general 
offices and executive offices, is of Steel- 
case manufacture, the company also 
offers, over and above its formal prod- 
uct display area, a demonstration of 
the variety of styles and colors available 
in its furniture, and its versatility “in 
action.” 

All in all, the new administration 
area could be termed a triple success— 
as a work center, as a statement of 
working principles, and as an adver- 
tisement for the products of its com- 
pany. 


AMA— 


(From page 35) 


speaker asserted. “We must determine 
whether centralization or decentraliza- 
tion of work processes should be ef- 
fected, and whether or not the work 
in question could be done more effec- 
tively in another department.” 

When all the facts about any given 
work sequence in the office have been 
gathered in this fashion, McCormack 
said, it is possible to move on to the 
three major objectives for which the 
study has been made. 

“First we must search for and 
identify unnecessary work as a_pre- 
liminary to disposing of it,” he said. 
“Once this is done, we are ready to 
study possible improvements in paper- 
work processing in all its aspects. If 
simplification is at all possible we 
can then make the necessary recom- 
mendations. If equipment and _per- 
sonnel are not being utilized as they 
should be, adjustments can then be 
made to remedy the situation.” 

Naturally all recommendations for 
improvements made as a result of such 
a study must be planned in detail, if 
they are to be effective, he concluded. 
Either shifting or eliminating personnel 
and equipment requires extensive plan- 
ning beforehand, he pointed out. 

“The same engineering approach and 
care as we would use for machinery 
and equipment utilization in a well-run 
factory should also be used in the 
office,” he declared. “And while the 
recommendtions are being carried out, 
we must carry on a constant evaluation 
of them so that they can be revised if 
necessary.” 

Johns-Manville, as part of a com- 
pany-wide program designed to cut all 
unnecessary costs, has made changes in 
its office procedures, which not only 
have achieved significant savings, but 
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which also promise to keep office cog 
from rising steeply even during anoth 
boom period, Henry N. Bates, vi 
president, and Director of Administ 
tive Services for Johns-Manville, to 
the opening cay group. 

Unification and centralization 4 
paperwork was the key to the succes 
of his company’s program, Bates d¢ 
clared. As part of its centralizatio 
of paperwork, which was carried o 
without affecting the decentralize 
management principle, all office ser 
vices for district sales managers in al 
the company’s nine operating division 
were withdrawn from the sales office 
and combined in one unit. 

“We are accomplishing our objec 
tives by determining the most effectivg 
methods of reducing costs of officd 
work and paperwork wherever per} 
formed, and developing uniformity of 
method to the extent that it is economi- 
cally feasible,” he explained. 

Basis of Johns-Manville’s program to 
reduce office costs was a comprehen- 
sive study of all its paperwork opera- 
tions, Bates declared. An extensive in- 


quiry into ways of simplifying and 
standardizing office methods, reducing 
reports and paperwork, and_ utilizing 
mechanical equipment to greater ad- 
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You Get Things Done With 
Boardmaster Visual Control 


yy Gives Graphic Picture of Your Opera- 
tions—Spotlighted by Color 

vy Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 

yy Simple to operate — Type, or Write on 
Cards, Snap in Grooves 

yy Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

yy Made of Metal. Compact and Attrac- 
tive. Over 300,000 in Use 


Complete price $4g50 including cards 
24-PAGE BOOKLET NO. G-400 
FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd St. @ New York 36, N. Y. 
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procedural 


crofilming® 


FLOFILM 9600—first 
microfilm camera 
specifically designed 


« Motorized 
e Portable 
« Lowest Cost tor “Proced 


- ft iis - MICROFILM 
4s s2 R= 
ke Si¥z CAMERA 


“DIEBOLD, INC. Dept 118 


Flofilm Division, Norwalk, Conn. 
Please send the following:() An Introduction to Microfilm 
(1) Manual of “Procedural Microfilming”™ 


i seal 


The preparation of the daily check 
register is just one example of how 
the portable FLOFILM 9600 micro- 
film camera, which can be used “all 
around the office”, can create savings 
in your daily business procedures. 


Not only is there a saving in cleri- 
cal time operations, but errors are 
completely eliminated as “flofilm- 
ing” produces a photographic copy 
of each check! 

This application of “Procedural 
Microfilming” eliminates 75% of the 
time and 100% of the tedious hand 
copying in the preparation of the 
daily check register! 

For free copies of “Procedural 
Microfilming” and “An Introduc- 
tion to Microfilming” attach coupon 
to your letterhead and mail today. 


Nome Title 
: INCORPORATED Pr , Comp 
——— Flofilm Division « Norwalk, Conn. — Address 
Sales and Service Offices in All Principal Cities City Zone__ State. : 
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ERASING 


KLENZO 


Swift and smooth for 
typewriter, ink and ball- 
point work. 


i 

of 

ae 

GET THESE xs 
m/ BLAISDELL EXCLUSIVES: ss 


SPEE-D-POINT perforation for easy , § 
sharpening — STED-D-POINT ¢ 
staple for secure eraser core. 


ae 


KLENZO 7/7 


Special compound, 
thin diameter for 
pinpoint erasing. 


Write for sample, naming 
this publication. 


TRADE MARKS REG. U.S. PAT. OFF. 


BLAIS DELL 


PENCIL COMPANY 


BETHAYRES, 


vantage followed. A temporary posi- 
tion, Director of Office Work Studies, 
was created in the office of the Chair- 
man of the Board, and the main re- 
sponsibility of the new job was de- 
velopment of a long range program for 
handling data processing throughout 
the company. Management’s belief 
that too many people in too many 
places were independently planning 
different segments of the paperwork 
processing cycle, led to an investiga- 
tion of the benefits to be gained from 
centralized control. 

“After several months of study”, 
Bates said, “the Director of Office 
Work Studies made a sweeping recom- 
mendation. Finding that office costs 
would steadily rise under the current 
system, the Director suggested that 
Johns-Manville reorganize to deal with 
paperwork planning in a unified man- 


” 


ner. 
Services consolidated under director 


A new post, Director of Administra- 
tive Services, was created directly 
under the president. Mr. Bates, who 
was appointed to the newly-created 
position, reported that he was made 
responsible for the overall planning of 
paperwork methods. Three depart- 
ments of the company were trans- 
ferred to his immediate control: Head- 
quarters Services, Tabulating Depart- 
ment, and Office Methods. He was 
also made responsible for studies of 
electronic data processing systems. 

The speaker then outlined some of 
the things that have been done and are 
being accomplished under the new 
centralized control. Office methods 
people are being used more effectively, 
he said, since they are now sent out 
in the field to institute clerical im- 
provements, rather than staying at 
headquarters. The company’s two larg- 
est tabulating groups have been com- 
bined at an annual saving of about 
$75,000. Yardsticks of worker produc- 
tivity have been established, and, in 
some divisions, order handling has been 
moved from sales offices to plants. This 
latter change allows Johns-Manville to 
give better service to customers, Bates 
said, and has also reduced the total 
number of clerks needed for order 
processing. Finally, the speaker re- 
ported, his office has completely reor- 
ganized the handling of paperwork 
procedures in the sales departments. 

Johns-Manville has nine operating 
divisions, each with its own manufac- 
turing and sales facilities, Bates re- 
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ported. Under its former system, eact 
division sales group had its own office 
staff, and was responsible for hand- 
ling its own paperwork. Investigation 
showed that such a decentralized 
service system required more personnel 
than would a central office staff for 
all sales in all divisions, and also made 
it impossible for divisional sales man- 
agers to concentrate entirely on sales, 
since they had to supervise office serv- 
ices, too. 

It was decided that each division 
sales manager should retain his own 
sales service group, but that office ser- 
vices for all sales groups in each of 
the nine divisions should be consoli- 
dated into one unit under a well quali- 
fied office manager. This manager, it 
was decided, would be directly respon- 
sible to a General Sales Office Man- 
ager, who would in turn report to the 
Director of Administrative Services. 

Johns-Manville anticipates savings of 
as much as $300,000 annually as a 
result of this consolidation, Bates re- 
ported. 

Similar to the Johns-Manville presen- 
tation, except that the experience of 
five companies was drawn on, was a 
panel presentation on Wednesday 
morning, in which five members of 
AMA’s Office Management Planning 
Council presented specific plans for 
cutting office costs that had proved 
effective in their own companies. Panel 
members were Norman J. Brown, 
comptroller, The Steel Company of 
Canada Ltd. Hamilton, Ontario; 


‘ letterhead 
How’s your letterhead? 
Get your FREE copy of our useful bro- 
chure Letterhead Logic. Then, turn to the 
check list used by experts to gauge letter- 
head effectiveness. See for yourself how 
your letterhead rates. If the tests show 
room for improvement, HILL’s 44 years 
of specialized experience is at your disposal. 

Learn how HILL craftsmanship can cre- 
ate for you a letterhead you'll be proud of 

. . one that truly reflects the character, 
personality and prestige of your firm .. . 
a scientifically designed letterhead with 
built-in sales appeal . . . and at prices 
much lower than you'd expect. 

If you use 5,000 or more letterheads a 
year, write today for your free Letterhead 
Logic. Just tell us how many letterheads 
you use a year and please send a sample 
of your present letterhead. 


If it’s worth seeing, put it on a Hill 


r. oO. HILL, INC. 
270 (0-0142) Lafayette St., New York 12, N.Y. 


Attached is a ple of our Letterhead. We 
use per yeor. 


Please send me my free copy of Letterhead Logic. 
NAME 


COMPANY. 


CITY ZONE 


STATE 
« Fine Letterheads and Business Cards Since 1914 
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BUSINESS FORMS 
WITHOUT CARBONS 


NCR PAPER DOES IT!...produces cleaner, clearer copies 


Have your forms printed on NCR Paper 
by your present forms supplier. You'll be 
amazed how easily it solves the problem 
of producing multiple copies. You'll get 
better, cleaner copies in less time! 


Business forms users everywhere are dis- 
covering that NCR Paper speeds up 
their work. Without using carbon paper 
or even any carbonization, this amazing 
paper makes perfect copies of invoices, 
premium notices, stock requisitions— 
any one of hundreds of applications 


is easy to handle because it am no 
carbon inserts. Up to five legible copies 
can be made with a standard typewriter, 
ballpoint pen or pencil and eight or more 
with a business machine or electric 
typewriter. 

NCR Paper is simple to use. Just put 


where clean, clear copies are needed. 
Non-smearing NCR Paper, perfected 
by the research laboratories of The Na- 
tional Cash Register Company, elimi- 
nates smudging of copies or fingers an 


ANOTHER PRODUCT OF 


together several forms and insert them 
in a business machine or typewriter. 
Finished copies are always neat and 
clean, easy to read. 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 
1039 OFFICES IN 121 COUNTRIES e HELPING BUSINESS SAVE MONEY 
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NCR PAPER AND SUPPLIES 
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You'll give the verdict to Neva-Clog, 
the plier-type Stapler. 


fa 


EASIER to use 


ie 
hey, ra 
re 


QUIETER in operation 


HANDIER to store 


Try it—at no cost to yourself —in 
your own “office testing ground”— 
where performance counts. 


You'll discover that the N-c plier- 
type Stapler is designed to cut office 
noise—because it just “clicks”—never 
goes “SLAM-BANG!” Handier because 
it fits so trimly in the steno’s type- 
writer well, any flat desk drawer, the 
executive’s attache case, salesman’s 
brief case or pocket. Popular be- 
cause it works right at the file with 
the clerk, needs no flat surface or 
pounding. 


FREE 10-day TRIAL 


Right now a Neva-Clog 
Stapler is available for 
a 10-day Free Trial — 
with no obligation to 
you. Your commercial 
stationer can arrange 
this Free Trial for you. 
Try it, you'll prefer 
Neva-Clog ... the 
plier-type Stapler! 


NEVA-CLOG 


PRODUCTS, INC. 


Bridgeport 1, Connecticut 


0. H. DAVISON & CO., Pacific Coast 
Rep., 609 Mission St., San Francisco, 
Calif. @ JIM W. COOPER, JR., Southern 
., P. 0. Box 2152, Atlanta, Ga. @ 
CANADIAN STAPLES LTD., Montreal, 
Toronto, Winnipeg, Vancouver 
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Thomas M. Cox, Jr., Manager, Ad- 
ministrative Scrvices, Owens-Illinois, 
Toledo, Ohio: Janes J. Doyle, Director 
of Finance, Port of New York Au- 
thority, New York; Budd Sills, Vice 
President and General Operating Man- 
ager, Spiegel, Inc., Chicago; and 
Charles M. Skade, Senior Vice Presi- 
dent, Administration, Duller & Smith 
& Ross, Inc., New York. 

Topic discussed by the panel was 
“Good Intentions vs. Real Results— 
Office Management’s Responsibilities 
and Opportunities for Office Improve- 
ment,” and emphasis in the presenta- 
tion was on the contribution good 
office management can make to the 
company profit picture by cutting 
operating costs. 

“Control is the key word in today’s 
office,” Skade told the group. “If prop- 
erly administered, all aspects of office 
work can be controlled.” 

The alternative to good control, he 
warned, is a soaring expense budget, 
and a consequent decline in profits. 

The responsibilities of the office 
executive are each keys to “profit im- 
provement,” Skade continued. Each of 
the major areas with which the office 
manager is concerned—administration 
and leadership; planning and organ- 
ization; budgets and controls; office 
layout and working conditions; human 
relations; communications; production 
and research; methods analysis; work 
simplification; work measurement and 
quality control; and suggestion  sys- 
tems—offer opportunities for cost 
cutting in the average office, he said. 

First responsibility of the admuini- 
strator is to exercise leadership, Skade 
declared, for if he fails to set an exam- 
ple and maintain high emplcyee morale, 
the efficiency of the office will decline 
with a consequent rise in costs. A good 
administrator should be able to define 
clearly the responsibilities of each em- 
ployee in the office, he said, so that 
every employee knows what is expected 
of him. 

Office operations, activities, and ex- 
penditures should be planned on a 
yearly basis, Skade said, and this should 
be the responsibility of the administra- 
tor. 

“You must look ahead,” he said, “in 
order to foresee problems, and take 
steps to prevent them before they oc- 
cur.” 

By the same token, a formal budget 
for office expenditures covering an en- 
tire year is necessary, he said, since 
without one the cost of office operations 
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A QUIET OFFICE 
WITHIN AN OFFICE 


with acoustical cabinets by 


meme COUSTINET 


Gates Acoustinets have been installed 
in offices all over the world where 
noisy office machines such as Tele- 
types, Key Punches, Flexwriters, Gra- 
photypes and N C R_ Bookkeeping 
equipment are used. A Gates Acous- 
tinet provides an office within an 
office which affords desired concentra- 
tion on media and perhaps also im- 
portant is the assurance of privacy of 
records. Killing noise “‘at its source” 
makes sense. 


Write today: give machines, make, model 
used and measurements, 


meme CO OUSTINET 


535 American Standard Bldg., Buffalo 7, N. Y. 


VACATION and SICK LEAVE 
CONTROL SHEETS 
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These control sheets give an accurate, readily 
accessible, and economical record of em- 
piapes’s annual vacation, sick leave, paid 
olidays, and other records requiring tabula- 
tion by calendar days. Over 250,000 sold this 
year. 


1959 Vacation and Sick Leave Calendar Sheets 
25 sheets ...... $2.00 300 sheets ..... $12.00 


50 sheets ...... $3.00 490 sheets ... ..$14.00 

100 sheets .....-35-09 500 sheets .....$18.00 

Additional sheets over and above 500... 
Ac each 


Minimum order 25 sheets—F.O.B. 
Columbia, Missouri 


Postage Prepaid if check or money order 
accompanies order. 


AMERICAN PRESS 


200B So. 7th Columbia, Mo. 
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js too likely to move upward sharply 
without being detected, and thus 
threaten the overall budget picture. 

“Formal budgets get the organiza- 
tion back to the basics of the opera- 
tions, and permit many savings through 
the careful analysis of expenses in all 
areas,” he asserted. 

Good communication is essential for 
good results, the speaker continued, de- 
fining communication as keeping em- 
ployees informed of all company pol- 
icies and decisions affecting their jobs 
and the company as a whole. Good 
communication also meaus that ad- 
ministrators must be willing to sit 
down with their workers, listen to any 
of their criticisms, or complaints, and 
suggestions, he went on. 

“You may ask,” Skade said, “what 
makes an office click? The answer to 
this question is locked within people. 
Management must cultivate a warm 
human relationship among employees 
because management is responsible for 
getting things done through people. It 
is the success ef each individual which 
determines the success of your group 
and your company.” 

And only overall success, based on 
the success of individual workers, 
Skade concluded, can give proper con- 
trol, and a halt to rising office costs. 

Another panel speaker, Norman J. 
Brown, pointed out that office man- 
agers cannot afford complacency about 
office costs, because if “managers fail 
to do something about these costs, 
there are others who stand ready to 
attempt it for them. 

“This is especially true,” he warned, 
“when the office equipment and pro- 
cedures in question form an integral 
part of a production line, or operating 
department.” 

In such cases, he asserted, staff 
groups which manage the production 
line are beginning to challenge the 
concept that office procedures are the 
exclusive concern of office managers, 
and are all too apt to feel that they 
can do something about clerical proc- 
essing costs if office administrators can- 
not. 

Defining the primary functions of 
office management as providing the 
office and clerical services necessary to 
enable all operating divisions to max- 
imize their contributions to profits; and 
providing these services in the most 
efficient and economical way possible, 
Brown said that office administration 
demands consistent application of the 
basic principles of good management. 
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A marvel of convenience, this Shaw- Walker 
“Clutter-Proof” Desk entirely eliminates desk 
top clutter and desk drawer hodgepodge. 


Fully 75% of the things that pile up on top 
or in drawers of other desks have a specific 
place inside this desk. You have in-drawer 
letter trays, work separators, letter file, card 
trays, forms rack and work tools organizers. 
Even an in-drawer wastebasket and phone. 
Your usable working space is nearly doubled. 


Now you can 
junk all those 
time- and 
space-wasters 


See this new “Clutter-Proof” Desk at one of 
Shaw-Walker’s 17 branches or 470 dealers. 


FREE — 252-page Office 
Guide of modern equip- 
ment and its efficient use. 
In color. Request on 
business letterhead. 


GHAW-WALKER 


MUSKEGON 1, MICHIGAN 


The NEW Plus-O-Matic Electric 


WITH THE 


Faster 

More Accurate 

Eliminates Key Depressions 

Multipliers Visibly Displayed 

Easier to Operate Because It’s Automatic 
“The Motor Does The Work” 


The “Magic Multiplier” is an 
exclusive feature of the New 
PLUS-O-MATIC Electric Duplex 
Adding Calculator! 


Still The Most Economical 
Key-Drive Calculator 
to Buy and Maintain! 


CEE computi 


CONTROL SYSTEMS, INC. 223233": 


Representatives in Principal Cities 


Division 
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His company, by devising an econ- 
omy program, has managed to reduce 
office staff by nine per cent for a total 
saving of about $250,000 a year, 
Brown said, aud hopes to maintain 
this reduction even as business in- 
creases. Some of the techniques used 
to achieve a general tightening of cler- 
ical procedures have included records 
retention programs, forms control, and 
a formal work simplification training 
program for supervisors. The latter has 
not only brought immediate beneficial 
results in the form of immediate im- 
provements in the performance of the 


How to use today’s 
New management tools for 
decision making 


Here are the analytical tech- 
niques the modern execu- 
tive must know to solve 
business problems of mount- 
ing complexity. 


This Report outlines the 
capabilities and limitations 
of the most useful techni- 
ques in operations research, 
statistical analysis, systems 
analysis, computer simula- 
tion, and other areas. 


Guides 


ee Ga: With a minimum of math- 
a ematics, you can see how 


© information theory these techniques may be 

© game theory used in your day-to-day de- 

@ linear programming cisions. You find help in 

@ dynamic — avoiding pitfalls in their 

© Skee pubes use, in organizing to use 

eother aids for them, and in selecting the 
problem analysis most profitable areas in 
and solutions which to apply them. 


Just published! 


NEW TECHNIQUES FOR 
MANAGEMENT 
DECISION MAKING 


By F. A. LINDSAY, McKinsey & Co., Inc. 
8'/, x Il, spiral-bound, $15.00 


A volume in the McGraw-Hill Series in 
Consultant Reports on Current Business Problems 


Written expressly for busy men, this Report 
offers concrete help by showing you what the 
new management tools are . . . how and when 
to use them .. . and how to apply them with 
the greatest degree of success in the manage- 
ment of your own enterprise. 


‘heen THIS BOOK 10 DAYS FREE 


Mc@>-y-Hill Book Co., Inc., Dept. OF-I1 
327 W. 4ist St., NYC (36) [ 


Send me Lindsay's NEW TECHNIQUES FOR 
MANAGEMENT DECISION MAKING for 10 days 
examination on approval. In 10 days I will remit 
$15.00 plus few cents delivery on return books post- 
paid. (We pay delivery if you remit with this 
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workers reporting to each supervisor 
but has also made the supervisors 
more receptive to improvements sug- 
gested by the methods and procedures 
people, and has made them adhere 
more closely to work patterns designed 
by the methods staff. 

Automation, Brown said, has _pro- 
vided office management with a tool 
which makes possible major improve- 
ments in office economy and product- 
ivity. “But the primary responsibility 
for economy in the office,” he warned, 
lies with management. “Management 
must stop thinking in terms of the 
office being a necessary burden, and 
start thinking of how to run it as 
economically as possible.” 


(To be continued) 


Communication— 


(From page 31) 


cause he has already plotted the details 
in terms of personnel, equipment, ma- 
chine scheduling, and dollars and cents. 
The problem now remaining is for 
Mr. Card to effectively communicate 
his knowledge to his boss, the control- 
ler. This is an important part of his 
planning, because unless he can sell 
management on his convictions, all 
his work and effort will have been 
wasted, and the proverbial feather will 
end up in somebody else’s cap. 

So the question for Mr. Card to 
consider is how best to make his boss 
understand the details and objectives 
of his plan. In the case of a person 
such as a tabulating supervisor, this 
problem is additionally complicated by 
the fact that this is a situation where a 
technician must communicate his ideas 
to a non-technician. 

Our friend Mr. Card, for example, 
knows that by programming a calcula- 
tor to compute weekly earnings data, 
then reading year-to-date information 
into memory storage and automatically 
applying current earnings to cumula- 
tive figures, tax limits can be tested, 
and balance forward data derived in a 
fraction of the time it now takes, and 
at less expense. But to the controller 
this information, technically presented, 
will sound like a lot of double talk (as 
it probably just has to the non-tech- 
nical reader). In which case, as in our 
previous illustration of the high-sound- 
ing equipment salesman, “No Sale” 
will be rung up in the register. 

Mr. Card has on his hands then a 
translation or simplification job. He’s 
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own training includes plugboard wir- 


punched card equipment. But he can’t 


got to be objective in his approach. His 


ing, programming, machine schedul- 
ing techniques. It is his responsibility 
to know what the machines can do, 
and how long cach operation will take. 
Through experience he has become fa- 
miliar with the terminology of his 
trade, just as the chemist and engineer 
have become {familiar with theirs. 

His boss, however, is primarily an 
accountant. He understands the finan- 
cial aspects of the business from A to 
Z. He also has a general understand- 
ing of the capacities and capabilities of 


afford to become too technically in- 
volved in this field. We are living in 
an age of specialization. In this case 


I’d just as soon 
give up my 


lipstick as my 


A.W.FABER 


1G; 
S BS 
1 GRASERSTIK. C 


Hiigis “Every girl who uses an 
A.W.FABER ERASERSTIK 
knows what I’m talking 
about. It’s just impossi- 
ble to do a clean letter 
without an ERASERSTIK. 
Mistakes happen—but 
they’re no problem if 
you whisk ’em away with 
your ERASERSTIK.” 


Girls, become a better 
Secretary by cultivating 
the . ERASERSTIK habit. 
With this pencil-shaped, 
white-polished beauty 
you erase without 4 
trace, turn out beautiful 
letters. Pick up a few 
from your stationer. 


Which point 
do you prefer? 
MEDIUM or AVERAGE 
THIN or BLUNT 
ERASERSTIK gives 


USA. 70 66 


RASERGTIK GENE v8. 7099B 


i o you your choice 
é With brush 20¢ 
= Without brush 10¢ 
6a) 7099 a.d 7099B gray all 
4% utility EraseRStix for pencil 
ra) ink or typewriting. 
is 7066 and 70668 for thos 
> who prefer a soft, red type 
< writer eraser. 


A.W.Faber-Castell Pencil Co. “Newark 3, N. 4 
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Mr. Card’is the specialist; the technical 
details are his responsibility. 

From this point then, Mr. Card must 
proceed. He must make his presenta- 
tion briefly, simply, and on his boss’s 
terms. He must outline exactly what 
his proposed revision will accomplish, 
through the use of oral and written 
communication, coupled with as many 
visual aids as possible, such as flow 
charts, graphs, and diagrams. He must 
explain in non-technical language what 
will be done and how much it will 
cost. He must show the old in com- 
parison with the new. Then, if the 
system is as good as he feels it is, it 
will sell itself through effective com- 
munication. 

The acid test of effective communi- 
cation is always response. While mak- 
ing his presentation Mr. Card should 
be sensitive to the other’s reaction. He 
should be alert for facial signs of mis- 
understanding. “Am I reaching him?” 
he should ask himself. “Am I getting 
through?” At the first shadow of 
doubt Mr. Card should stop, ask if 
the meaning is clear, backtrack if 
necessary and rephrase. 

Have you ever watched anyone read- 
ing a government tax bulletin? Unless 
the reader is a tax expert with years 
of experience, the reaction can be in- 
teresting and often amusing to watch. 
The inevitable frown, perplexity, an- 
noyance—then, if it is absolutely nec- 
essary that the reader take action on 
the contents of the bulletin, the repeat- 
ed reading and re-reading. 

Here again though, credit must be 
given where -redit is due. During re- 
cent years government writing has 
made tremendous forward _ strides. 
In fact, to be honest, some of the best 
hints and pointers on the subject of 
clear and simple communication are 
available in booklets issued by the gov- 
ernment printing office. 

We are now freshly launched on a 
new era of development and change. 
Already automation is starting to claim 
our generation in the office, factory and 
home. Newer, faster, more advanced 
methods of processing are taking hold 
and gaining momentum with each 
new invention, each new announcement 
of electronic and automated improve- 
ment. 

All this adds up to progress at a 
hitherto unprecedented rate of speed, 
and the staunchest ally of progress is 
effective communication. Effective 
communication builds bridges and sky- 
scrapers, computers and automobiles. 
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Without it progress would be seriously | 
hampered, needs difficult to define. 

Progress is a huge rolling snowball 
which feeds on cooperation and under- 
standing. In order to feed progress in 
your office or plant what you have to 
say to co-workers and associates must 
approximate as closely as possible what 
is in your own mind. Only then will 
your contribution to advancement be 
complete. It’s a worthwhile objective 
to aim for. So why not jump on the 
bandwagon? Communicate effectively. 


Quality control— 


(From page 27) 

And, for the company which has 
never used verification methods in the 
past, analysis of the time and costs in- 
volved in correspondence with cus- 
tomers who have received incorrect 
bills or shipments, and suppliers who 
have not received the correct payment, 
as compared with the expense involved 
in establishing a quality control pro- 
gram, will usually show that quality 
control not only establishes better cus- 
tomer relations; it also cuts internal 
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magnetic 
Visual Control Systems 


Put Your 
Business Operations 
at Your Fingertips! 


The Maggie modern control 
system makes cards and pegs 
obsolete. Permanent magnetic 
indicators that can be moved 
with fingertip-ease make this 
control system completely flex- 
ible with limitless signalling 
and charting possibilities. You 
tailor it to your individual 
records. Cuts erorrs, clerical 
costs and raises efficiency. Low 
in cost, too, packaged kits 
begin at $49.50. 
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— PITNEY-BOWES 


MAILOPENER 


—< Pitney-BowEs, Inc. 
~ 2973 Walnut Street, Stamford, Conn. 


... originator of the postage meter... 
offices in 107 cities in U.S. and Canada 


e Checks in your morning mail 
can becollectedand deposited earlier 


— if you use a MailOpener. And 
prompt distribution of the mail gets 
work started sooner, adds minutes 
to the business day. 

e Stop stabbing your mail with 
dagger type letter openers! A Mail 
Opener trims a hairline snip off the 
envelope, leaves contents intact— 
is neater, more efficient. Works as 
fast as you can feed it. Handles any 
size or weight envelope. Three 
models, hand or electric, for any 
office—even the smallest. 

e Phone any PB office for a demon- 
stration of a MailOpener in your 
office—no obligation. Or write for 
free illustrated booklet. 


FREE: Send for hand 4 desk or wall chart of 
new postal — with parcel post map 
and zone finde 
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FREE HANDBOOK 


“how to use 


Measured Work Techniques 
to reduce cleaning costs” 


This booklet contains in- If you’re concerned with 
formation that will help rising costs for the clean- 
you... ing and maintenance of 
your building, the answer 
to your problem may lie 
in the use of measured 
work techniques—long 
used in industry but just 
getting started in building 
cleaning and maintenance 
operations. 


® Reduce labor costs 

@ Improve work quality 

@ Even up work load 

® Eliminate unnecessary 
work 

© Check performance 
against standards 


For Fioor Cleaning Jobs 
you can’t beat this 
PERFORMANCE 
PAIR 


ADVANCE 
Hydro-Jet 
Wet or dry vacs 
Versatile, super- 
a for fast, 
igh-volume pick-up. 
Available in 6 sizes. 


ADVANCE 
Floor Machines 


A machine for every 
job—every budget 

As low as $159. 0, 
Brush sizes 12” to 24”, 


ADVANCE FLOOR MACHINE CO. 
4102 AD Washington Ave. No., Minneapolis 12, Minn. 


{_] Send Measured Work Handbook. 
{_] Send literature on Advance vacs and floor machines. We maintain 
q feet of floor space. 


Name 


Company. 


Address. 
MAIL COUPON TODAY FOR FREE HANDBOOK 


= 
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FOR THE OFFICE oe 


Tabulating Punch 

Royal McBee Corp., Port Chester, N. Y. The functions 
of the Keysort Tabulating Punch, a new accounting ma- 
chine, are explained, with operating mechanism shown in 
detail in a four-color illustrated brochure. (1) 


Postal Guide 

Tension Envelope Corp., 19th & 
Campbell Sts., Kansas City 8, Missouri. 
This 56-page book gives the most up- 
to-date information on the new postal 
law, and also includes special informa- 
tion of interest to mailers: paper-and- 
ink weight tables, envelope mailing 
weight tables, and money-saving ideas 
for everyone who uses the mails. (2) 


ENVELOPE 
ECONOMIE 


US. A 


Lighting 

M. G. Wheeler Company, !nc., Greenwich, Conn. 
Brochure explains how “Sight Light,” a feature of the 
company’s desk and floor lamps, gives abundant light with- 
out glare to help avoid eye fatigue. (3) 


Steel Cabinets 

Penco Division, Alan Wood Steel 
Co., 200 Brower Ave., Oaks, Pa. 
Eight cabinet styles, including counter- 
high cabinets, desk-high cabinets, and 
wardrobe and combination cabinets 
with single and double door storage, 
are shown in four-page bulletin. (4) 


Profit Saving 

Cummins-Chicago Corp., 4740 N. Ravenswood Ave., 
Chicago 40, Ill. The theme of this booklet deals with the 
methods of saving profits which ordinarily are lost through 
fraud and embezzlement. (5) 


Ruling and Drawing Devices 

The C-Thu Ruler Co., Hartford, 
Conn. An eight-page folder describes 
and illustrates an assortment of ruling 
and drawing devices which the com- 
pany manufactures. (6) 


Labeling Machines 

Cheshire Inc., 1644 North Honore St., Chicago 22, Ill. 
Information about machines that automatically feed, label, 
and stamp such things as postcards, envelopes, brochures, 
magazines, and lightweight booklets can be obtained from 
firm’s pamphlet. (7) 


Plastic Binding 

General Binding Corp., 1101 Skokie Highway, North- 
brook, Ill. The various ways of binding reports, manuals, 
and catalogues with plastic are presented in this decorated 


guide. (8) 


For further information, use Reader Inquiry Card on 
page 90. 
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to a desk” 


speeds efficiency—ups morale 


BOSTON CHAMPION 


PORTABLE PENCIL SHARPENER 


now in decorative green, blue, sand-tone, and 
gray colors 
e sharpen pencils at desk—fast—no 
more sharpener searches 


@ saves much more in time and effici- 
ency than actual cost in brief period 


e a low-cost quality item that helps 
desk workers feel more important 


Send for free comprehensive report on sharp- 


eners, Booklet R. 
BOSTON 


Cc. HOWARD 
PENCIL SHARPENERS 


HUNT 


PEN CO., Camden 1, N.J. 


“Common Sense” 


will save you $ $ $ and cents 


e BEACH Expense Books 
provide the best means of 
een records vital for 


business and taxes today. 
Easy to use and keep; save 
time—trouble—money. 
Weekly Sheets Most widely used by firms and 
individuals in all U. S. A. 
al At your stationers; or write 
pig De omg BEACH PUBLISHING CO. 
Vest-pocket 19829 W. McNichols Rd. 
Size Detroit 19, Mich. 


FINE POINT 
GIANT INK SUPPLY 


BRILLIANT Unconditionally Guaranteed - Nationally Advertised 
INK Long 7” perfectly bal- 
COLORS anced writing instrument 
designed for auditors, 
Color of Pen is accountants, bookkeepers 
Color of Ink one cthars whe y! * 
* BLACK + ne ball point pen for TL. 
RED BROWN + LAVENDER extreme legibility. A Foie Tieded ; 
TURQUOISE - YELLOW-GOLD “ — 


“a a 


Monutactured by 


LINDY PEN CO.,INC., Cover Cr 


NOVEMBER 1958 
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She'll make 
the best impression 
with 


ribbon 
of Burlington's 
nylon fabric 


The clearest...the sharpest...the best typewritten 
impression your machines can make will be made by 
ribbon of nylon! That’s because nylon ribbon maintains 
its freshness; never gets chewed to bits. Next time you 
order, specify nylon in your favorite ribbon brand. You'll 
be more than pleased that you did. 


Burlington: 
Industrial= 


FABRICS CoO. 


1400 BROADWAY, NEW YORK 18 A Member of Burlington Industries 
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NOW...in duplicating... 
THE BEST COSTS THE LEAST 


NEW Model 76A 


Wak 


CONQUEROR 


PUSH-BUTTON ELECTRIC SPIRIT DUPLICATOR 


wit Improved Features 


AT LOWEST PRICES EVER 


1493 Authorized Dealers across the U. S. A. and 
Canada offer these amazing new Conqueror Dupli- 
cators . . . now better than ever with these important 
operating improvements, the result of Heyer’s 55 
years of duplicator know-how: 


Advanced design elimi- 


... direct drive—greater 
nates side rubbers and 


accuracy, top visibility, 


tricky adjustments. ~ easy to re-set. 


grip paper at outer edges, 


assures non-skip feeding— 
give positive performance. 


thin papers to post cards. 


Many other outstanding features such as Copy 
Positioner Control, Nylon Gears, Visible Fluid Sup- 
ply, Fluid Control (no pumps), and Automatic 
Start-Stop on electric Conquerors offer a combina- 
tion that’s unmatched. Don’t confuse them with 
photocopy machines—Conqueror Duplicators print 
110 clear, sharp copies per minute . . . in 1 to 5 colors 
at once ... of anything typed, drawn or written on a 
spirit master .. . at a fraction of a cent per copy! 


Model 70 —Hand Operated with all o 
features except electric drive........ $214 ate 


Model 76A-Electric, Automatic 


. 
Start-Stop (illustrated)............ $299 50 


Model 76B-Automatic Electric with 11” 


* 
and 14” cylinder stop selector..... $324 SO 


* Plus F.E.T. Prices slightly higher in Canada 


The HEYER Corporation, 1822S. Kostner Ave., Chicago 23, Ill. 
Without obligation, please: 


O Send Free Brochure on Heyer Mark IIL Conqueror Duplicators 
O Arrange Free Demonstration 


NAME 

COMPANY 

CITY. ZONE STATE. 
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Secretary's Aid 

Mutual of New York, New York 19. Filing techniques 
and procedures to aid the secretary are the subject of the 
“Filing Manual,” a new booklet which is applicable to any 
company or office with filing problems. (9) 


; —_ Photomechanical Equipment 


Robertson Photo-Mechanix, Inc., 
7440 Lawrence Ave., Chicago 31, Ili. 
These are the items which are shown 
in this catalogue: printing frames, 
tables, sinks, and a file cabinet and 
trimmer. (10) 


Electronic Computer 

Clary Corporation, 408 Junipero St., San Gabriel, Calif. 
A six-page, three-color Brochure details how this electronic 
computing machine performs many of the functions of the 
large, complicated computers while offering a simplicity of 
operation which is common to mechanical calculators. 


(11) 


Charting Materials 

Chart-Pak, Inc., Leeds, Mass. Over 
550 Pressure-sensitive tapes of many 
sizes, colors, and patterns for making 
graphs, charts, layouts, printed circuit 
drawings, map overlays, slides, and 
other presentations, are illustrated in a 
32-page booklet, “Visualization Made 
Easier.” (12) | is 


Biase pus 
hate 


Cutter and Crimper 

Compto-Pak Division, Comptometer Corp., 1735 N. 
Paulina St., Chicago 22. 

New 32-page book contains numerous diagrams and 
drawings illustrating the Compto-Pak Cutter and Crimper 
and its adaptability to packaging wraps of all types, from 
furniture to small parts and accessories, and from soft goods 
to fragile glassware. 13) 


Wall Panel Applications 
Clap REx Clad-Rex Corp., 2101 S. Indiana 
war release Ave., Chicago 16. New four-color 
booklet describes the construction ap- 
plications of Clad-Rex prefinished wall 
panels, which are permanently bonded 
laminates of vinyl over aluminum or 
steel, in offices, homes, restaurants, and 


other types of buildings. (14) 


Moving Interior Walls 

GR Products, Inc., 2417 Eastern Ave., S. E., Grand 
Rapids, Mich. New reference guide tells about the Richland 
System of five types of wall construction, each completely 
and easily interchangeable within a single basic frame. 

(15) 

Electronic Parts and Equipment 

Allied Radio Corp., Chicago. New 1959 general catalog 
contains 452 pages listing more than 32,000 items in the 
company’s line of electronic parts and equipment, including 
a complete selection of high-fidelity components. (16) 


For further information, use Reader Inquiry Card on 
page 90. 
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CLASSIFIED ADVERTISING 


Rates: Minimum 20 words $5.00. Each additional word 25c. Pay- 
abie in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT, 212 5th Ave., New York 10, N. Y. 


For Sale or to Buy 


VARITYPER TYPE FACES $ave 70%! Your printing gets 
better results if your Varitypist has 20 needed faces. Illus- 
trated type samples. Free trial. Adamm, 1425 Theriot, New 
York 60, New York. TA 8-8659. 


WANTED ALL TYPE OFFICE Machines, Filing Equipment, 
Office Furniture, Kardex, Acme Post Index. Will exceed a 
manufacturers’ trade-in allowance. Write, Wire National 
Office Equipment Co., 429 Broome St., New York, N. Y. 


OL M FILE FOLDING MACHINE Wanted: to buy for cash; 
state condition, price and location. OM 302 


FOR SALE: MODEL 1955 Addressograph with Automatic 
Feeder. 10,000 GG2200 Frames, 2 thirty drawer plate cabi- 
nets, 1 twelve drawer plate cabinet. OM304. 


ELLIOTT-FISHER MACHINES, Calculating machines, add- 
ing machines—all office equipment bought and sold. W. 
Crowley Company, 906-08 No. Water St., Milwaukee 2, Wis. 


SALE: FACTORY DEMONSTRATOR ELECTRIC 2-in-1 
Folding and Letter Opener Machine, fully guaranteed regular 
$432.50, yours for $198.50. Lansdale Prod., Box 568, Lans- 
dale, Pa 


FOR SALE: SELECTOR DIAL Auto-Typist, attached Rem- 
ington Standard Noiseless, Perforator, Supplies. In use 2 
years. Parts warranty. If new, cost $i, 913.85 plus attaching 
typewriter. Sale price $1175 with typewriter; without $1125. 
MMS Corp., 2217 N. Summit, Milwaukee, Wis. 


ELLIOTT ADDRESSING MACHINE EQUIPMENT. Re- 
placed by Tabulatng System. Good Conditon. 9 I.B.M. Stencil 
Writers; 11 Moisteners; Punch Machine; Inking Machine; 2 
Addressing Machines; 2 Tape Machines; 66 100-drawer Cabi- 
nets. Write: Geo. J. ‘Woodin, P. O. Box 2187, Tulsa 2, Okla. 


FOR SALE: MODEL 5300 Dupligraph with 15 extra anvils 
to hold letters. Excellent condition. Price $1,200. Bancroft- 
Whitney Company, 55 Hyde St., San Francisco 1, California. 


Business Opportunities 


PROGRAMMING COMPUTERS. Learn to apply business 
problems to electronic computers. Send for Free Brochure 
describing our Home Study Course, “Programming for Busi- 
ness Computers.” Business Electronics, Inc., Education Sec- 
tion, 420 Market Street, San Francisco 11, Calif. 


“me UNITED wr 
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S tta hurry back Joe, and see Ray’ Ss score 


| can’t hear a pin drop in this — 


{ BURGESS-MANNING ACOUSTI-BOOTH 


“No matter what 
noise, or how much 
— you’re really iso- 
lated in a Burgess- 
Manning Acousti 
Booth. 


Write for Bulletin A-142-2-O 


5970 Northwest Highway Chicago 31, Ill. 


DATERS 


for SMALL 
and LARGE 
SPACES 
JAN23°57 


FORCE Daters fit the space 
of all office forms. Model 400 is 
ideal for narrow spaces—inven- 
tory, ledger, sales cards etc. 
Date changes with stylus. Model 
450 is all-purpose dater; month 
changes automaticall after 3Ist 
day change. Bold day figures 
are easy to see. ; 

Write for Catalog 


2 al & - PY 
a 8, : 


Soles vt NEW YORK « CHICAGO « SAN FRANCISCO « MONTREAL 
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Obtain New Catalogs 


INQUIRY SERVICE 


: : Me For 
GET MORE wits 
to 
OFFICE MANAGEMENT 


This service is provided for the con- 

venience of Office Management Exec- 

utives in obtaining complete informa- 

tion on the products advertised in 

e ° this issue. Advertisements are identi- 
fied by their respective page numbers. 

= at S/H) Fractional page advertisements are 

further identified by the initials of 

*. the advertiser. 


On New Products 


© Simply circle the 
respective numbers 
in coupon below 


and Helpful 


a: Just circle the numbers on which you 

iteratu re want further information; fill in your 
name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries prompily 
to the companies concerned. 


SEND OFF THIS BLANK ... FOR PROMPT SERVICE 


90 


Number of Office tiecitineis (all departments) 


: " f h ti ies, request for further 
OFFICE MANAGEMENT deme saciid Se See onmertion, cepmpenies. ove, saves Ou Surtees 
212 Fifth Avenue, New York 10, N. Y. to us for this. We understand this is a service to us as a subscriber. 

NOVEMBER 1958 ADVERTISEMENT November 1958 New Products Items, and Catalogs 
(Circle respective page numbers on which ads appear ) (Circle respective item numbers) 
1 il A-l B-1 ct 
Page Page Page Page Page 2 12 A-2 B-2 Cc-2 
3 13 A-3 B-3 C-3 
2nd Cover 17 61 71 &3 CSI 4 14 A-4 B-4 C-4 
3rd Cover 19 62 CCS 72 84 AWF 5 15 A-5 B-5 C =) 
4th Cover 20 62LTC 73 84 MHB : 16 A-6 es as 
: slo 62 BBC 74 85 MMI 8 B-8 C8 
4 22 62 CI 75 85 PBI 9 
6 24 63 77 £6 10 
Fj 51 64GBG 78SD 87 CHH - 
9 52 64CPC 78GS  §7 BPC TOOLS OF THE OFFICE 
10 54 64 DEC 79 87 LPC Information on products listed in the Tools of the Office 
a ra on . 2nd section may be requested by writing in names of manu- 
ll 55 65 £0 BPC 87 BI turers. 
12 56 66 S0ROH 88 Manufacturer Page No. 
? 13 57 67 81 89 BMC 
14 58 68 §2 NPI 89 WAF 
15 59 69 $2 AP 91 
16 60 70 82 GAC 
£3 £W 
Fractional page ads further identified by initials of advertiser 
| ee re er ee ee Seb iwnecebebueds Ree LEE | scawedictouswewbhs 
" November 1958 Issue 
EE. SEU hile oF Rett bue<bbiloovsé sieloud cene dees ease Pree etebesCRRecsereseesees” 5 Office Management 
MI abees Dub escchsteascvecs Beery Cerne eine en a ee ee This inquiry form good 
Re actdiptsnssss PeMinkedasatnuets en ee . Zone State until December 15, 1958 
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MAKES OFFSET 
DUPLICATING 
as SIMPLE as 


DAV-A-MATIC 


SPEEDS UP 
OFFICE 


DUPLICATING 


DAV-A-MATIC’S exclu- 
sive Master-Minder makes office 
offset duplicating a simple opera- 
tion. Inexpensive paper masters 
are attached in six seconds... and 
you're ready to produce perma- 
nent legible copies of letters, 
forms, price lists, etc. 

DAV-A-MATIC is the sim- 
plest offset duplicator ever made. 
It’s simpler for general duplicat- 
ing. It’s simpler for systems dupli- 
cating and it’s simpler for short 
run (and in the long run too!) 
With the DAV-A-MATIC, office 
duplicating is a clean operation. 
No more ink stained hands or 
clothing. Operators love it! 

Prove it to yourself. Ask 
your local Davidson distributor 
for a personal, no-obligation 
demonstration, or write for the 
new brochure to Davidson Cor- 
poration, 29 Ryerson Street, 
Brooklyn 5, N. Y. 


@pav-a-maTIC 
|OFFSET | 
DUPLICATOR 


A Subsidiary of Mergenthaler Linotype Co. 
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editorial 


Up the executive ladder 


THE RECENT office management conference held in New York by the Amer- 
ican Management Association (see page 35) was, as usual, a thoughtful and 
stimulating presentation, covering a wide variety of subjects of interest to office 
administrators. But perhaps as important as the subjects discussed was the fact 
that one of the speakers, Henry N. Bates, is a vice president and Director of 
Administrative Services for his company, the Johns Manville Corp. 


Why is that significant? Because it is still fairly rare to find the person who 
is responsible for the overall paperwork operations of his company holding vice 
presidential rank in that company. But it is not as rare as it once was. We 
predict that it will become far more common in the near future, that heading 
administrative services will call for a vice presidency just as surely as heading 
sales or production does today. 


The reasons for this trend are plain. The growth in the size of the office 
function makes it increasingly important that all office work be planned just 
as carefully, and with as much emphasis on efficiency and economy, as the com- 
pany’s production schedule. The importance of the administrative function to 
the company’s prosperity and well being demands that the men responsible for 
this function be of the highest calibre and that they have authority within the 
company. Only if they have such authority can they accomplish fully the job 
that is so important in the company’s immediate profit picture, and in its future 
development and growth: insuring that the nerve and communication center of 
the company—the office—is always as efficient as careful planning, technical 
skill and imaginative leadership can make it. 
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in your office furniture? 


see Your AQB DEALER 


If you’re looking for office furniture that really 
expresses your individuality, then take a few 
moments to call or visit your ASE Dealer. See how 
beautiful new ASE fabrics and exciting ASE colors can 
be tastefully blended to make your office as 
distinctive as your signature. Let your ASE Dealer 
help you make your selection... his advice can make 
a world of difference in the final results. 
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DESKS * CHAIRS © L-UNITS * CREDENZAS ¢* TABLES * BOOKCASES © FILES © BLUEPRINT FILES * CABINETS * LOCKERS 
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The consistent top quality of IBM Punched Cards is the result of a quality control and researc’ 
program without parallel in the industry. e Daily testing, unceasing research, plus the know-ho 
gained during more than forty years of card production experience—these are the ingredients ¢ 
precision. These are the safeguards built into IBM Cards and IBM Machines alike to guarantee 
close working partnership of precision, of dependability, of performance. e When you insist on IB 
Supplies, you benefit in every way from precision-engineered products—specifically argues 

| insure the smooth operation of your 1BM installation. 
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